
3 Dimensional Spreadsheet 

for electronic Organizer MODEL 

0Z-8B01 


OPERATION MANUAL 























































































































SUPPLEMENT 

( OZ-8B01 Operation Manual) 

"5 Print Options" will be displayed by pressing SET UP key, but the Spreadsheet IC 
Card does not support the Print Options. 

When the PC receives the file from the Spreadsheet IC Card with the Lotus format 
(.WKS, .WK1), the error file with the extension of .ERR is created after converting 
the file into the .WKS or .WK1 of the Lotus format. 

0MKS-40EP 



NOTICE 

• SHARP strongly recommends that separate permanent written records 
be kept of all important data. Data may be lost or altered in virtually any 
electronic memory product under certain circumstances. Therefore, 
SHARP assumes no responsibility for data lost or otherwise rendered 
unusable whether as a result of improper use, repairs, defects, battery 
replacement, use after the specified battery life has expired, or any other 
cause. 

• SHARP assumes no responsibility, directly or indirectly, for financial 
losses or claims from third persons resulting from the use of this product 
and all of its functions, such as stolen credit card numbers, the loss of or 
alteration of stored data, etc. 

• The information provided in this manual is subject to change without 
notice. 


FOR YOUR RECORDS... 

For your assistance in reporting this Spreadsheet TC Card in case of loss or theft, 
please record below the model number and serial number which are located on 
the back side of the unit. f 

Please retain this information. 

Model Number_ Serial Number__ 

Dale ol Purchase Place of Purchase 
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Welcome to Spreadsheet IC Card 


Congratulations for purchasing the Spreadsheet IC Card. 

Whether you are a financial executive, a salesman, an entrepreneur, or just 
someone who needs to handle numbers, you will find Spreadsheet IC Card an 
indispensable tool. It allows you to carry the power of a desktop PC spreadsheet 
in your pocket. Also, you will find Spreadsheet IC Card very easy to use because: 

• 18 dedicated keys allow you to execute the functions with just one keystroke. 
Moreover, because the names of the functions are printed on the keys, you 
do not have to memorize anything. 

• 3-D feature enables you to access and manipulate a large amount of data on 
a small screen. 

• Help key permits you to get assistance while you are on the road. 

• Built-in templates help you quickly tap the power of Spreadsheet IC Card 
to gain greater control over your day-to-day finances and sales calls. 

• Lotus 1-2-3 and Lucid 3-D compatibility lets you transfer Lotus 1-2-3, Lucid 
3-D, or compatible worksheets between the Organizer and a PC at your 
office or home (by using the Spreadsheet Link program). 


We truly believe you will enjoy using Spreadsheet IC Card the same way PC 
customers enjoy using the Lucid 3-D spreadsheet. 


New Features on the Spreadsheet IC Card OZ-8B01 

Several new enhancements to the Spreadsheet IC card provide greater power and 
flexibility in spreadsheet applications. The most notable feature, available on the 
OZ-8000 series, is the larger 40-column screen which enables the user to view a 
much greater portion of the spreadsheet than before. Other new features discussed 
in later chapters include 3-D Outline, Referenced file deletion warning, Faster 
recalculation. Graphing capabilities, Keyboard macros. 
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Precautions 

Do not carry the card in the back 
pocket of slacks or trousers. This 
may subject the card to bending and 
may damage it. 


Do not bend or twist the card. Such 
mistreatment may make it 
impossible to insert the card into 
the Organizer, or it may cause the 
card to malfunction. 


Never touch the terminals of the 
card—this may damage the card with 
static electricity or cause other 
problems. Also, never allow liquids 
or caustic materials to touch the 
card as they may cause it to 
malfunction. 


I )o not press the transparent guide key with excessive force or using fingernails, 
or any oilier sharp objects. This may break the keys. 
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Installing the Battery 

Before using Spreadsheet IC Card for the first time, you need to insert the 
enclosed battery into the card. If the card is used without a battery, all stored 
data will be lost when the card is removed from the Organizer. 

Steps—Installing the Battery 

1. Use your fingernail or a coin to press the small tab and then pull the 
battery holder from the card (see Figure 1). 

2. Wipe the enclosed battery clean with a dry cloth and insert it in the 
battery holder. Make sure the polarity is correct (see Figure 2). 


3. Slide the battery holder back into the card until it clicks in place. 



• Insert with the + side up. Insert the battery holder into the card properly. 
Note: 

• As a reminder for the next battery replacement, turn off the Organizer, 
remove the Card and write the date on the battery replacement label on 
the back of the Card. 
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Using the Manual 


Tutorial 

The Tutorial is intended for those who are new to spreadsheets or for those 
who have used a spreadsheet, but would like to be "taken by the hand" 
through the Spreadsheet IC Card’s features. Rather than giving you all the 
information at once, the Tutorial lays the essential groundwork needed to 
easily understand the remaining features. 

Reference Guide 

The Reference Guide is more appropriate for those who already use a 
spreadsheet program or who have completed the Tutorial. Each feature is laid 
out topic by topic in easy-to-understand terms. Throughout the Reference 
Guide are cross references where you can find more information related to the 
topic you are studying. The Reference Guide picks up where the Tutorial left 
off and allows you to sharpen your skills. 

Getting Help 

It could ea sily be said that manuals for the Spreadsheet IC Card are optional. 

I HELP 1 provides context-sensitive help on virtually every feature available. 
For examp le, to learn about I GOTO I . simply press 1 HELP I and then press 
I GOTO T In addition to context-sensitive help, the search keys can be used 
to peruse all available help topics. 

Manual Conventions 

Text in bold is used to indicate menu names and menu 
items, Spreadsheet IC Card commands, and things that 
need to be typed in using the Organizer keypad. 


Boxed text is used to indicate keys on the Organizer and 
Spreadsheet IC Card keypads. 

Text in italics is used to indicate important information. 

This manual contains screen examples for the 40-column format only. A 16- 
column display will basically show one section of a 40-column display. 


Sales 


I 3D-DOWN 1 
See Index 
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Tutorial 


How the Tutorial is Organized 

This guide is organized into nine lessons. The lessons are presented 
in the order a tutor would use to teach you the information. 

Lesson 1: Installation of the IC Card covers the process of installing 
the Spreadsheet IC card in the Organizer. 

Lesson 2: Introduction to Spreadsheets acquaints you with 
spreadsheets and introduces the concept of 3-D spreadsheets. 

Lesson 3: Getting Started with Spreadsheet IC Card covers creating 
a spreadsheet file, moving around the spreadsheet, using Goto, typing 
labels and numbers into cells, positioning labels in cells and getting 
help. 

Lesson 4: Your First Spreadsheet lets you build a workable 
spreadsheet while learning new features at the same time. Formatting 
ranges, resizing columns and writing formulas are introduced. 

Lesson 5: Moving Data Around uses the previously created 
spreadsheet to teach about searching and replacing text. Other 
features discussed are copying, inserting and sorting a range 
alphabetically. 

Lesson 6: 3-D Spreadsheets uses the spreadsheet created in Lesson 4 
to build a working 3-dimensional spreadsheet. 

Lesson 7: Graphs introduces the new graphing capabilities available 
on Spreadsheet IC Card. 

Lesson 8: Keyboard Macros presents a new feature that allows you 
to save keystrokes to be used again and again in future spreadsheets. 

Lesson 9: Transferring Spreadsheets to a PC introduces some 
features of the Spreadsheet Link program. 


Lesson 1: Installation of the IC card 

If you already know how to install an IC card, disregard this section. However, 
if you are a little rusty on the process, follow these simple instructions: 

1. Press I OFF I to turn the power off. 

2. Set the card lock switch on the Organizer to RELEASE. 

3. If an IC card is presently installed, press the card removal lever. Then, 
remove the IC card by pulling it from the slot. 

4. Firmly insert the Spreadsheet IC Card into the slot. 

5. Set the card lock switch to LOCK. 

6. Press I ON I to turn the power on. 

Note: Be sure to turn the power off by pressing 1 OFF I before installing or 
removing an IC card. If you don’t do this, some keys will not function and data 
stored in memory may be lost. 
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Lesson 2: Introduction to Spreadsheets 

Most people know what a spreadsheet is, but a quick review will help set the 
stage even for spreadsheet experts. 

A spreadsheet is essentially a group of cells arranged in a rectangle. Each cell 
can be thought of as a box where numbers, labels (text) or formulas can be 
kept. The spreadsheet is 26 columns wide and 999 rows deep. This is a huge 
sheet, but you see only a small portion of the entire sheet at any given time. 
Your screen is like a window that you can move around the spreadsheet to see 
any part of it that you like. 

Across the top are letters to identify the columns from left to right. Columns 
are labeled A, B, C and so on. On the left hand side are numbers to identify 
the rows, 1 through 999. 

Just like a location on a map, each cell in the spreadsheet has its own 
coordinates, called its Cell Reference. The cell at the top left corner is cell 
Al, because it is in column A, row 1. Similarly, the cell reference for the cell 
at the intersection of column G and row 18 is G18. 

Spreadsheet IC Card is unique in that any cell in a spreadsheet can be linked 
to another spreadsheet. This second sheet works just like the first, providing 
seamless access to a virtually limitless spreadsheet made up of as many 
separate sheets as you like. Any values or text from lower-level sheets are 
shown in the sheet(s) above. Movement from one level to the next requires 
only a single keystroke. An indicator is also provided reminding you what 
level you are on. 
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Lesson 3: Getting Started with Spreadsheet 
IC Card 


Steps—Starting Spreadsheet IC Card 

1. With the Spreadsheet IC Card installed, press 1 ON | . 

The very first time you use the IC card, there are no existing spreadsheets to 
select from, so the display moves immediately to request a new file name. 
Later, after one or more spreadsheets have been saved, you can either select 
an existing spreadsheet or create a new one. 

A 

Note: If you're not already acquainted with the basic operations of the Organizer, 
you might wish to consult the Organizer Operation Manual. 

Steps—Creating a new spreadsheet 


1. Type in a name for a spreadsheet file and press 



Please Enter New File Name: 

■* 


• For more information see "Creating a New File" in Chapter 10. 

Moving Around 

Notice the large, block style cursor that completely fills one of the cells. The 
widebar cursor, or widebar, is used as a placekeeper in the spreadsheet as 
well as in menus. 

Steps—Moving the widebar 

1. Find the four arrow keys on the top of the Organizer keypad: 

m. m, 0 and 0 
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Lesson 3: Getting Started with Spreadsheet IC Card_ 

2. Use the arrow keys to move the widebar cursor one cell at a time. 



3. Move the widebar to the left with 0 until you reach column A. 

4. Now press 0 with the widebar in column A. Spreadsheet IC Card 
beeps at you to tell you that you are trying an impossible move 
(assuming the Organizer’s "beep" function is enabled). 

5. Next, press 0 until the widebar is in row 1. 

6. Press 0 with the widebar in row 1. You get the same beep. As you 
might guess, 0 and 0 work the same way in row 999 and column Z 
because those are the bottom and far right edges of the spreadsheet. 

• For more information see Chapter 3: Moving Around. 

Since neither screen can normally show all 26 columns across and all 999 rows 
down, the screen shows only a portion of the spreadsheet at any given time. 
When you look at the screen you see only 16 characters across on the OZ- 
7000 series and 40 characters across on the OZ-8000 series. Both show only 
7 rows down. The portion of the sheet that is currently showing can be thought 
of as a window on the spreadsheet. 

Steps—Scrolling the window 

1. Using the arrow keys, move the widebar toward the right edge of the 
screen. 

2. Notice that the column labels (A, B, C, etc.) change. 

3. Now move the widebar down toward the bottom edge of the screen. 

4. Notice that the numbers for the rows change. This is called scrolling the 
window and it allows you to look at different parts of the sheet. 
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Lesson 3: Getting Started -with Spreadsheet IC Card 


Using I goto 


You can u se I GOTO 1 to go rapidly to any cell in the sheet. Pressing 
I GOTO 1 again moves you back to the widebar location before the previous 
1 GOTO 1 command. 


Steps—Using | 


| to move anywhere 


1. Move the widebar to A3. Press I 


]. The Goto Menu appears. 


When you press I GOTO 1 for the first time the screen will say "Al" no 
matter where you are in the spreadsheet. 



2. Type 


and press I ENTERl The widebar moves to cell G18. The process is 
simple: ju st press I'GOTO 1. type in any cell location you’d like to go to, 
and press I ENTER"! . Spreadsheet IC Card will immediately position 
the widebar on that cell. 


3. Press 



again. 


Notice that whenever you use Goto, Spreadsheet IC Card remembers 
your previous cell location. In fact, Spreadsheet IC Card remembers the 
last seven cell locations, and you can go instantly to any one of them by 
pressing the corresponding menu number. 
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Lesson 3: Getting Started with Spreadsheet IC Card 



repeatedly you can jump back and forth between two remote parts of a 
spreadsheet. 

• For more information see "Using Goto" in Chapter 3. 

Getting Out of Trouble 

I C-CE| can help you get out of trouble. It cancels any procedure currently 
in progress, lets you back up in menus, and exits from any mode back to the 
spreadsheet. 

Entering Labels 

Labels are frequently used to document spreadsheets. The term label is quite 
often used interchangeably with the terms text, titles and prompts. This is 
because labels can be used for all these purposes and more. The character 
strings matching with cell numbers cannot be entered, (e.g., "A2") 

Steps—Entering labels 

1. Move the widebar to cell B3 and type: 

January 


As you type, the edit line at the bot tom of the screen changes to reflect 
what you’re doing. Pressing I BS 1 deletes the tail end of the text while 
1 SPACE I (\ SPC I for the OZ-7000series, but I SPACE I will be 


used throughout the manual) inserts a blank character. 
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Lesson 3: Getting Started with Spreadsheet IC Card 



to move the widebar to another cell. 

Over two hundred characters can be entered into any spreadsheet cell. Those 
characters not found on the Organizer keypad can be accessed using 
1 SMBL | . Once | SM6L I is pressed, you can page through the choices using 
H and E To select a symbol, type the number that appears next to it. See 
the Organizer Operation Manual for more information. 

Positioning labels is a matter of personal taste. You can arrange the 
spreadsheet in the style most attractive to you. By default, text is positioned 
on the left side of the cell (left justified). However, you may want the text in 
a cell to be displayed right justified, or perhaps centered. Or, you may want 
the cell to be filled with multiple copies of a single character or a character 
sequence. Labels can be positioned by inserting a signal character at the 
beginning of the label. 


Signal Character 

Effect 

y 

Left Justified 


Centered 

n 

Right Justified 

V 

Filled 


Note that the Organizer’s symbol set contains a caret symbol, which 
Spreadsheet IC Card recognizes as a signal character, as well as a "housetop" 
diacritical mark, which looks the same only smaller. 


Steps—Positioning labels 

1. Position the widebar at cell C2. 
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Lesson 3: Getting Started with Spreadsheet 1C Card 


Lesson 3: Getting Started with SpreadsheetJC_Card^ — 

2. Type the word 

Testl 

into the cell and press I ENTER I . The word will automatically appear 
left justified since left justified is the default position. Note that the same 
result could be achieved by putting the apostrophe signal character ’ in 
front of the word. 

3. Position the widebar cursor at cell C3, type the characters 

"Test2 

and press 1 ENTER ] . The label Test2 appears right justified in the cell. 
Notice that the quote mark doesn’t appear in the cell. 

4. Position the widebar cursor at C4, type the characters 

~Test3 

and press | ENTER | . This label appears centered in the middle of the 
column, or center justified. 

5. Position the cursor at cell C5, type the characters 

\ = 


and press 1 ENTER - ] - This will cause the entire cell to be filled with the 
equals-sign character. 


1<—A- 

—><—B >< — C-*—>< — D->< — E-- 

1 


i 

Testl 

1 

January Test2 

§ 

Test3 

1 

B: 

1 



• For more information see "Format Labels" in Chapter 7: Formatting. 

If you want any of these four signal characters to appear in the cell as the first 
character, then you’ll need to enter another signal character first. 


Steps—Showing a signal character 
1. Enter the following into cell C6: 

’"Quote” 

The first apostrophe (’) tells Spreadsheet IC Card to regard what follows 
as a literal character rather than a signal character. 

• For more information see "Format Labels" in Chapter 7: Formatting. 

The real world is obviously not limited to seven-letter words like "January.” 
Spreadsheet IC Card allows labels up to 245 characters in length. 

Steps—Entering long labels 

1. Move the widebar to cell B4 and type: 

The Elephant is Blue 

Notice that as you type, the edit line scrolls left to accommodate the 
incoming characters. 

K-.-A-—><--C-•><- —D—— -X —-E- 

i 

1 Testl 

if January Test 2 

4 : Test 3 

| ======== 

i. "Quote" 

B4;: The Elephant is*< _ 


2. Press | ENTEIT1 to insert the label into the cell. After | ENTER | has 
been pressed, the label readjusts, the edit line disappears and the 
beginning of the label is shown in the cell. 

Steps—Viewing a long label 

1. With the widebar still on cell B4, press | CELL BXPANP~] to view 
the entire label. 

2. After [ CELL EXPANCT1 is pressed the entire label is shown on the 
screen. If the label is too large to fit on the screen, use the arrow keys 
to move through it as you would an Organizer memo. 
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Lesson 3: Getting Started with Spreadsheet IC Card 


3. Pressing | CELL EXPAND | again returns to the "ordinary" cell 
format. 



Entering Numbers 

When you put numbers into a spreadsheet, you most often want those 
numbers treated as numeric values. The numeric values are used to write 
formulas and perform calculations. 

Steps—Entering numbers 

1. Position the widebar on cell B5. 

2. Type in a number: 


143 



4. Enter a negative number in cell B6 by typing a minus (-) before the 
number: 


-10 


Lesson 3: Getting Started with Spreadsheet IC Card 



There will often be instances where you will want to treat a number as a 
label—for example, dates such as 12/12/91 or 12-12-91. Putting a signal 
character in front of a number automatically treats the number as a label. 

Steps—Displaying numbers as labels 

1. Position the widebar on cell B7 and type an apostrophe (’) as the first 
character in a cell. 

2. T/pe in 

12/12/91 


and press I ENTER~1 . The date will be displayed in the cell, and the 
signal character will not be shown. 



*><—B-><--C-><—D* 

Testl 

January Test2 
The Elep Test3 
143.00 ======== 

-10.00 "Quote" 

12/12/91 


3. You can also put a double quote mark ("), caret (~) or backslash (\) 
and have the numeric label appear right justified, centered, or filled, just 
like any other label. 

• For more information see "Formatting Labels" in Chapter 7: Formatting. 
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Lesson 3: Getting Started with Spreadsheet IC Card_ 

When non-numeric characters are mixed with numeric characters, 
Spreadsheet IC Card interprets the cell as a label. For example, 101 
Dalmatians is interpreted as a label and would have a value of zero if used in 
calculations. 

Editing Cells 

Rather than retyping a cell with an error in it , you can edit it usi ng 
I CELL EXPAND! and the arrow keys. After I CELL EXPAND | is 
pressed, you can edit a cell as you would an Organizer memo. 

Steps-Editing a cell 

1. Move the widebar back to cell B4. 

2. Press I CELL EXPAND I . 

3. Use the arrow keys and I DEL l to remove Blue from The Elephant is 
Blue. 

4. In its place, type: 



5. Press I ENTER I to finish editing and return to the spreadsheet. 

In addition to I CELL EXPAND I . 1 SHIFT 11 EDIT | can be used to 
edit on the cell edit line. 



Lesson 3: Getting Started with Spreadsheet IC Card 


Using Ihelp 

No matter where you are in the program, pressing I HELP I can give you 
help specific to the feature you are attempting to use. Furthermore, you can 
use the help index to browse through all available topics, stopping at those 
that you are curious about. 

Steps—Getting help while in a menu 

1. Press I GOTO 1 to move into the Goto Menu. 

2. Press I HELP 1 to get help on Goto. 

GOTO is used to move rapidly to any cell 
in a sheet. It also remembers the last 
seven cells entered so you can go back 
to one of them. When GOTO is pressed, 
the Goto Menu appears. You can type in a 
destination or select one from the seven 
previous locations. Whichever option you 
choose, the destination chosen is moved 


3. Use 0 and 0 to move from page to page of help information. 

4. Press I C-CE I once to quit the help section, again to quit Goto. 

• For more information see Chapter 2: Getting Help. 

Steps—Getting help while not in a menu 

1. Press THELP I to ready Spreadsheet IC Card for a topic. 

2. Press I GOTO 1 to get help on Goto. 

3. Use 0 and 0 to move from page to page of help information. 

4. Press I C-CE 1 to quit. 

• For more information see Chapter 2: Getting Help. 

Steps—Using the help index 

1. Press 1 HELP I twice to enter the help index screen. 
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Lesson 3: Getting Started -with Spreadsheet IC Card 



index pages. 


3. Use 0,0 and I ENTER~I to select the subject you want help with. 


4. Press 



to quit. 


• For more information see Chapter 2: Getting Help. 
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Lesson 4: Your First Spreadsheet 

In this lesson you’ll create your first real spreadsheet and along the way learn 
about more Spreadsheet IC Card’s features. 

Suppose Ajax, Inc. is selling various kinds of boxes. Let’s say there are these 
kinds: 

Red boxes Blue boxes Green boxes 

Orange boxes Pink boxes Yellow boxes 

Now, each box costs so much to make, and the company sells the box at 20% 
above cost. So we have: 


Kind 

Cost Each 

Selling Price 

Red boxes 

$15.00 

$18.00 

Orange boxes 

$20.00 

$24.00 

Blue boxes 

$20.00 

$24.00 

Pink boxes 

$20.00 

$24.00 

Green boxes 

$25.00 

$30.00 

Yellow boxes 

$30.00 

$36.00 


You can easily see how this tabular form translates into a spreadsheet. Enough 
talk, let’s start building one. 

Steps—Creating a new spreadsheet 

1. Press I CARD I to get into Spreadsheet IC Card if you’re not already 
there. 

2. Once you are in Spreadsheet IC Card press I FILE I to get into the 
File Menu. Press 1 to create a new spreadsheet and type the following 
name: 

BOXES 


Please Enter New File Name: 
BOXES « 
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Lesson 4: Your First Spreadsheet 


Press I ENTER - ! to create the spreadsheet. You should now be in an 
empty spreadsheet. 


Steps—Entering the labels 

1. With the cursor on cell Al, type: 


Kind 


2.Press 1 ENTER! to insert the label into the cell. Now move the 
widebar over to cell B1 and type: 


Cost Each 


3. After pressing I ENTERl , move the widebar to cell Cl and enter in: 
Selling Price I ENTER - ! 

1<—A-><—B-><—C-><—D-><—E- 

IKind Cost EacSelTmg Price 

i . . . 

i 

i 

I 

H 

1 _ 


4. Move the widebar to A2 and type: 


\ = 


Press [ENTERl and move the widebar to B2. Type: 


\ = 


Press 1 ENTERl and continue this process to cell E2. 

1<—A-><--B-><--C-~“><--D---><--E--- 

lKind Cost EacSelling Price 
1 ======================================= 

3 

^- 

I 

1 

i _ ___ 


5. Now move to cell A3 and enter in: 

Red boxes 

Continue this process until all the box types are listed in column A. 

~~><-~ C --*•*><> -'1 ~~~ 

3Red boxes 
4Orange boxes 
iBlue boxes 
SPink boxes 
l:Green boxes 
8¥ellow boxes 

9 _ 


Steps—Entering the numbers 

1. Move the widebar to cell B3. 

2. Type: 

15 

Press I ENTERl to insert the number into the cell. 


3. Now enter the rest of the numbers for Cost Each in column B: 

20 

20 

20 

25 

30 


1<—A-><• 

—B- 

-><—C-><—D-><—E- 

3Red boxe 

15. 

oo • 

lOrange b 

20. 

00 

SBlue box 

20. 

00 

6Pink box 

20. 

00 

liGreen bo 

25. 

00 

8Yellow bis 

1 

30 

00 


18 


19 


























n 


Notice that Spreadsheet IC Card automatically adds the ".00" to the end 
of the number. This is the result of formatting. The default format for 
numbers is 2 decimal places, with commas between thousands. 

4. Now enter the numbers for Selling Price in column C: 

18 

24 

24 

24 

30 

36 


1<—A->< 

— B->< 

__C—--•><—~D->< — - 

3Red boxe 

15.00 


iOrange b 

20.00 

24.00 

SBlue box 

20.00 

24.00 

Ipink box 

20.00 

24.00 

liGreen bo 

25.00 

30.00 

liYellow b 

1 

3 0.00 It 

36.00 


Well, so far so good. We now have something that looks like a spreadsheet. 

5. Assume we’ve been given this information for each box: 

Kind Quantity Sold 

Red boxes 20 

Orange boxes 17 

Blue boxes 12 

Pink boxes 2 

Green boxes 12 

Yellow boxes 9 

Add another column, labeled Quantity Sold. Put the information for it in 
cells D3 through D8. 




3Red boxe 

15.00 

18.00 

20.00 

iOrange b 

20.00 

24.00 

17.00 

iBlue box 

20.00 

24.00 

12.00 

6Pink box 

20.00 

24.00 

2.00 

liGreen bo 

25.00 

30.00 

12.00 

liYellow b 

1 

30.00 

36.00 

9.00 


20 


u 


Lesson 4: Your First Spreadsheet 


So far, we’ve entered a lot of data. Now it’s time to do some calculating. 
Let’s calculate the gross margin for each box. The gross margin is the 
amount made by each sale without figuring in fixed costs (lighting, phones, 
etc.). You would state the equation for figuring the gross margin on a 
single box as: 


Gross Margin (one box) = Selling Price - Cost Each 

And the way to write the gross margin for one kind of box is: 

Gross Margin = Quantity * (Selling Price - Cost Each) 

Notice that we have the cost in column B, the selling price in column C, and 
the quantity sold in column D. We can now write a formula in Spreadsheet IC 
Card to give the gross margin. The gross margin on the Red boxes is: 

Gross Margin (Red boxes) = D3 * (C3-B3) 

because the appropriate values for the Red boxes are in cells B3, C3 and D3. 

6. Let’s create a gross margin column. Type 

Gross Margin 

as the label for El. 



15 

i:( 

P- 

:ost Eab 

ISSf 

>o~D—->■ 
QuantityC 

Iross 

“*“><— 

Margi 

«-**** +■* 

3: 

15.00 

18.00 

20.00 




4 

20.00 

24.00 

17.00 




5 

20.00 

24.00 

12.00 




1 

20.00 

24.00 

2.00 




m 

25.00 

30.00 

12.00 





Steps—Entering a formula by typing it in 

1. Move the widebar to cell E3. 

2. Type in: 

D3*(C3-B3) 

3. Press I ENTER - ! to put the formula into the cell. You will sec 60.00 
in the cell, since Spreadsheet IC Card automatically calculates the value 
of the formula. 
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1< —B - ><— C- ><—D - ><—E ><— F- 

ICost EacSelling QuantityGross Margin 

1 ================================ 

I 15.00 18.00 20.00 60.00 

i 20.00 24.00 17.00 '' 

I 20.00 24.00 12.00 

1 20.00 24.00 2.00 

I 25.00 30.00 12.00 


• For more information see Chapter 6: Writing Formulas. 

"Pointing" is an invaluable feature used when you want to make a cell 
reference in a formula but don’t know what the cell reference is. It lets you 
wander around the spreadsheet until you find the desired cell. 

Steps—Entering a formula using pointing 

1. Move the widebar to cell E4. 

2. Type: 


+ 


1 <—B -><— C -><— D ><— E ->< — X-’- 

ICost EacSelling QuantityGross Margin 

■& - 

1 15.00 

18.00 

20.00 60.00 

1 20.00 

24.00 

17.00 

i 20.00 

24.00 

12.00 

1 20.00 

24.00 

2.00 


3. Move the widebar to cell D4 and press I ENTER 

4. Now type 

*( 
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1< —B - >< —C ><- 

ICost EacSelling Qi 

& 

iant:f€fSross Kargin 

i 

15.00 

18.00 

20.00 60.00 

4 

20.00 

24.00 

17.00 

5 

20.00 

24.00 

12.00 — • 

6 

20.00 

24.00 

2.00 

\B 

411+ D 4 * (■* 









ICost EacSell ing QuantityGToss Margin 


15.00 

20.00 

20.00 

20.00 


18.00 
24.00 
24.00 
24.00 


III+D4* (C4-B4) + 



20.00 
17.00 
12.00 
2.00 


9. When you press I ENTER! the formula will be calculated and the 
result displayed in cell E4. 
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1<—B-><—C-><—D—■-><—E-><—F 

ICost EacSelling QuantityGross Margin 

■&— 

i 

15.00 

18.00 

20.00 60.00 

i 

20.00 

24.00 

17.00 6B.00 

i 

20.00 

24.00 

12.00 — 

Lm 

20.00 

24.00 

2.00 

I 

25.00 

30.00 

12.00 


• For more information see "Pointing" in Chapter 6: Writing Formulas. 


Using Ranges 

The concept of a range is simple: a range is a rectangular section of the 
spreadsheet, or a block of cells that you choose for some purpose. A 
range can be as small as one cell, or as large as the entire spreadsheet, or 
any size in between. Spreadsheet IC Card shows the range or section you 
select in reverse video. All the cells in a selected range are affected by the 
various commands you want to perform. 


One of the uses of I COPY I is duplicating a previously written formula into 
another column or row and changing the cell references to reflect the new 
position. 

Steps—Copying a formula 

1. With the widebar on cell E4, press I COPY 1 . 


1<—B-><—C- 

ICost EacSelling 

QuantityGross Margin 

i 15.00 18.00 

20.00 

60.00 

1 20.00 24.00 

17.00 11 

68.00 

§ 20.00 24.00 

12.00 


6: 20.00 24.00 

2.00 


From: E4:E4 




2. Press I ENTER"! to accept the range E4:E4 (one cell) and copy the 
formula. 

3. Move the widebar to cell E5. 

4. Press I ENTER"! to "anchor" a range. 


5. Now move the expanding widebar until the range E5:E8 is completely 
covered. 

6. Press I ENTER"! to copy the formulas into each of the cells in the 
range. 


i < B ■** ■“* > < ** ■*** C~* ** ~ D*** > < *•* ** E ■*** *** ** W *** ** $ 

ICost EacSelling QuantityGross' Margin 

<£ — 

i 

15.00 

18.00 

20.00 

60.00 


2 0.00 

24.00 

17.00 It 

68.ddi 


20.00 

24.00 

12.00 

48.00 


20.00 

24.00 

2.00 

8.00 

il 

25.00 

30.00 

12.00 

60.00 


You may have noticed a "Wait" message appear at the bottom of your 
screen. This is to let you know that the IC Card is still processing 
information. When the asterisk stops flashing, you may proceed entering 
commands. 

• For more information see "Copying' in Chapter 8: Copying, Moving, Inserting 
and Deleting. 

Now that we have the gross margin for each of the boxes, let’s write a formula 
to add up all of the gross margins to get a total gross margin. We could write 
the formula: 

E3+E4+E5+E6+E7+E8. 

But there is a better way. We’ll use the SUM() function to do our adding. The 
SUMQ function adds up all the cells, ranges, numbers, etc., in its argument 
list. So we can write: 

SUM(E3,E4,E5,E6,E7,E8) 

but, this is as bad as the previous formula. Instead, we’ll use: 

SUM(E3:E8) 

which is a very compact way of saying the same thing. 

As with most Spreadsheet IC Card features, there are a number of ways to get 
the job done. Spreadsheet IC Card gives you another way of writing a formula 
other than writing it from the keyboard. The I MATH FUNCTION I key 
gives you a list of functions to choose from. When you find the one you want, 
entering the number next to it automatically inserts the function into the cell, 
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ready for you to either type or point to the cell(s) you want included as 
arguments. 

Steps—Writing a Formula using I MATH FUNCTION | 

1. Move the widebar to cell E9. 

2. Press I MATH FUNCTION 1 to select a function to use. 

3. Using ISEARCH a~ 1 and IS EARCH ▼! find the SUM() function and 
press the number to the left of it to insert that function into the cell. 

" <Math Functions> 

1 ABS() 

2 AVG() 

1 FV () 

1 PMT() 

5 PV() 

I SQRT() 

_7 sUMf) II_ 


4. Type the range you want summed: 


E3:E8 



*** 3 .*** *** > x 


— E ,- ><— f — 


20.00 

24.00 

17.00 

68.00 

5 

20.00 

24.00 

12.00 

48.00 

m 

20.00 

24.00 

2.00 

8.00 

7 

25.00 

30.00 

12.00 

60.00 

IS 

30.00 

36.00 

9.00 

54.00 

m 





E9: 

SUM( E 3 : 

E 8 ^ 




and press I ENTERl to calculate the result into the cell. 


l-< 

—B->< 

—C—X 

--D->< 

— E- 

mr 

20.00 

24.00. 

17.00 

lt;TO 

m 

20.00 

24.00 

12.00 

48.00 

6 

20.00 

24.00 

2.00 

8.00 

m 

25.00 

30.00 

12.00 

60.00 

8 

30.00 

36.00 

9.00 

54.00 

9 




298.00 


gg____ 

• For more information see Chapter 6: Writing Formulas. 


Now that we have all the "raw data" entered into the sheet, let’s see how we 
can make the spreadsheet more readable. Moving back to column A, it is easy 
to see that some of the box labels are truncated. Spreadsheet IC Card shows 
as much of a label as possible until there is no more room. Resizing the 
column will allow us to see all of the label. 

Steps—Resizing a column 

1. With the cursor in cell Al, press I COLUMN WIDTH! . 

2. At this point you can do one of four things: 

1) Press I ENTER"! and accept Spreadsheet IC Card’s alternative width 
shown at the bottom of the screen. 

2) Use 0 and 0 to change the width, pressing I ENTER~| when the 
width you want is achieved. 

3) Enter a number as the new width. 


4) Press I . COLUMN.WIDTH I again to return to the old width. 

Try changing the width using 0 and 0. 


1<—&-><—g ><—£-><—g ><—£- 

IKind Cost EacSelling QuantityGross M 

c* ; - 

liRed boxe 

15 

00 

18 

00 

20 

00 

60. 

00 

lOrange b 

20 

00 

24 

00 

17 

00 

68 

00 

SBlue box 

20 

00 

24 

00 

12 

00 

48. 

00 

liPink box 

20 

00 

24 

00 

2 

00 

8 

00 

liGreen bo 

25 

00 

30 

00 

12 

00 

60 

00 

When a suitable width 

is found, in this case 12, press Q 

ENTER''1 to 

accept. 











- >< — D 

->< — 

IKind 

illtCosU 

EacSelling QuantityGro 

c*. 

3Red boxes 


15. 

00 

18 

. 00 

20 

00 

6 

pOrange boxes 

20. 

00 

24 

. 00 

17 

00 

6 

5Blue boxes 


20. 

00 

24 

. 00 

12 

00 

4 

liPink boxes 


20. 

00 

24 

. 00 

2 

00 


liGreen boxes 

25. 

00 

30 

. 00 

12 

00 

6 


• For more information see "Setting Cell Widths" in Chapter 7: Formatting. 

i 
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Now that we’ve changed the width of column A, let’s change how the numbers 
are displayed. Since we can’t sell fractional numbers of boxes, let’s format 
column D to have no decimal places. 

Steps—Changing the number of decimal places in a range 

1. Move the widebar to D3. 

2. Press I RANGE SELECT I to "anchor" the range. 

3. Using 0, move the expanding widebar down to cell D8. 


1 <-A->< 

mm 

- >< — C 

-><—D 

->< — 

3Red boxes 

15. 

00 

"18. 

00 1 

20. 

00 

6 

iOrange boxes 

20. 

00 

24 

00 

.. wm 

00 

! 6 

iBlue boxes 

20. 

00 

24. 

00 

12. 

00 

1 4 

IlPink boxes 

20. 

00 

24. 

00 

2. 

00.. 


liGreen boxes 

25. 

00 

30. 

00 | 

12 . 

0O 

I 6 

liYellow boxes 

30. 

00 

36. 

00 

9. 

... 

I 5 


Range: D3:D8 



7. Once you have selected 0, press I ENTER"! to reformat column D to 
have no decimal places. 

'■*•+'***■•***♦«» ■**+:+*+: * n ; i n 111; 11w'***'*^ 

lKind :: Cost EacSelling QuantityGro 


sir 

711 




SIS « ns*4itnS 






■vrffV 





HtflWl « 




Sg Jk. SS'fipj. ' ■'<$ 

i>Ufi 





4. Press I FORMAT! to get the Format Menu. 

<Format Menu> 

1 Values 

2 Labels 
:|; Show 


5. Either type 1 or press I ENTER - ! to select Format Values. 

6. You are now in the Format Values menu. With the widebar on 

places," press □ until the number of decimal places equals 0. If you 
go past 0, the display will cycle around to 12 decimal places and go down 
from there; you can use [+] to go back to reach 0. 


• For more information see “Format Values" in Chapter 7: Formatting. 

Finally, we need to format columns B, C and E to have beginning dollar signs. 
Steps-Formatting a range to have beginning dollar signs 

1. Move the widebar to cell B3. 

2. Press 1 RANGE SELECT! to "anchor" the range. 

3. Use 0 and 0 to move the widebar to cell C8. 


i<f. : —A-><- 

—‘B--*->< 

—C**-** “•><*“ 


-><-*“ 

3Red boxes 

15.00 

18.00 

.20 


iOrange boxes|| 

20.00 

24.00 

17 

6 

iBlue boxes 

20.00 

3:4.00 

12 

4 

IlPink boxes 

20.00 

24.00 

2 


IGreen boxes 

25.00 

30.00 

12 

6 

liYellow boxes 
Range: B3:C8 

30.00 

36.00 

9 

5 
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4. Press I FORMAT I to get the format menu. 

5. Either press I ENTEPH or type 1 to select Format Values. 
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6. Use H or type 4 to move the widebar to '$ signs" and type 4 again or 
press 0 to toggle the display to Y. 

7. Once you have selected Y, press I ENTER~1 to reformat the range. 

8. Repeat this entire process to have beginning dollar signs for Gross 

Margin. 

1 < C --- A ->< — B ->< —C ->< — -D - >< — 

IKind Cost EacSelling QuantityGro 


3Red boxes 

$15.00 

$18.00 

20 

6 

4-Orange boxes 

$20.00 

$24.00 

17 

6 

5Blue boxes 

$20.00 

$24.00 

12 

4 

iPink boxes 

$20.00 

$24.00 

2 


IlGreen boxes 

$25.00 

$30.00 

12 

6 


• For more information see "Format Values" in Chapter 7: Formatting. 



Lesson 5: Moving Data Around 

In this lesson we’ll learn some new features which allow us to move data 
around. Let’s use the same spreadsheet we have been working on, Boxes. 


Due to low sales, the pink box has been replaced with a purple box in the Ajax 
line. The company has sold 14 purple boxes so far. The manufacturing cost 
and the selling price will remain the same but the Pink boxes label will have 
to be changed. Let’s use Spreadsheet IC Card’s Search and Replace feature 
to put in the new box name. 

Steps—Using Search and Replace 

1. Move the widebar to Al. 


2. Press 1 SHIFT 1 1 SEARCH ▼ 1. 1 

SHIFT ll SEARCH ▼ 

searches from that row down while 

SHIFT il SEARCH a 


searches from that row up. Pressing either search key puts you into the 
appropriate search menu. Type in this text to be searched for: 


Pink boxes 

then press I ENTER - ] . 


<Search> 
Search for: 

•« 

Replace? 

No All Confirm 

Replace with: 


3. Press C or 0 to move the widebar to Confirm and press I ENTER"] . 

4. With the widebar on Confirm, type in the replacement text: 

Purple boxes 

and press I ENTER"! to begin the search. 


r 


30 


31 











Lesson 5: Moving Data Around 


<Search> 

Search for: 

Pink boxes 

Replace? 

No All Confirm 

Replace with: 

Purple boxes^ _ 

5. When the search string is found, you will be prompted with Replace? 
Y/N. Press Y to replace. (If you had selected "All" rather than 
"Confirm", Spreadsheet IC Card would not have stopped for your 
approval and would have automatically performed the replace in every 
occurrence in the spreadsheet). 

6. Move the widebar to D6 and enter 14 as the new quantity sold. Notice 
that the value displayed in E6 is automatically recalculated. 

• For more information see "The Search Keys" in Chapter 3: Moving Around. 

The Ajax company has also decided to add a new box to their line. The Violet 
box will cost the same amount of money to manufacture as the Green box, 
and it will be sold for the same amount as the Green box. Since the boxes are 
listed by increasing manufacturing cost, the Violet boxes must go after the 
Green boxes but before the Yellow boxes. In order to do this we are going to 
need to make a space between the Yellow and Green boxes. The Insert 
command will allow us to insert a blank row between the two kinds of boxes. 


Steps—Inserting a blank row 

1. Move the widebar to cell A8. 


2. Press I RANGE SELECT I and press I INS 
Insert Menu. Move the widebar to Rows and press | 


to move into the 
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3. A blank row appears at row 8. 


1<-A->< — B->< 

3Red boxes $15.00 
lOrange boxes $20.00 
5Blue boxes $20.00 
l ; Purple boxes $2 0.00 
iGreen boxes $25.00 
8 

9Yen61) bbxes $ 3 o. o o 


Miiiiii 


$18.00 


f;: w 

$24.00 

17 

$6 

$24.00 

12 

$4 

$24.00 

14 

$5 

$30.00 

12 

$6 

$36.00 

9 

$5 


• For more information see "Inserting' in Chapter 8: Copying, Moving, Inserting 
and Deleting. 

Now that we have a blank row for the Violet boxes, we need to begin filling 
in the empty cells. First, we need to go to cell A8 and enter in the label, 
Violet boxes. Then, since the manufacturing cost and selling price are the 
same as the Green boxes, we can copy them and use the values for the Violet 
boxes. 


Steps—Copying a range 


1. Move the widebar to cell B7 and press 


2. Using B stretch the widebar over cell E7. 


1< — B->< — C- 

-><- 

-D ><—E 

-><—F- 

r 

$15. 

00 

'$18. 

00 

20 

$60. 

00 

4 

$20. 

00 

$24. 

00 

17 

$68. 

00 

5: 

$20. 

00 

$24. 

00 

12 

$48. 

00 

6 : 

$20. 

00 

$24 

00 

14 

$56. 

00 

7 

$25. 

00 

$30 

00 

12 

$60. 

00 

8. 

From: 

B7 : 

E7 






3. Press I ENTER~1 to copy'the range. 

4. Move the widebar to B8. 


5. Press [ JM twice to insert the range. 

• For more information see "Copying 1 in Chapter 8: Copying, Moving, Inserting 
and Deleting. 
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Management has decided that rather than listing the boxes by cost of 
manufacturing, the spreadsheet should list them in alphabetical order. Instead 
of typing the entire sheet over again, Spreadsheet IC Card allows us to 
automatically sort the boxes in ascending alphabetical order. 

Steps—Sorting a range 

1. Move the widebar to cell A3. 

2. Press I RANGE SELECT 1 to anchor the range. 

3. Stretch the widebar to cell E9. 


1 -< — B->< — C-><— 

**+' P '•«** 

><-£-><- JT__ 

4 $20.00 

$2 4.00 

17 

$68.00 

5 $20.00 

$24.00 

12 

$48.00 

6 $20.00 

.$24.00 

14 

$56.00 

7 $25.00 

$30.00 

12 

$60.00 

8 $25.00 

$30.00 

LV 12 

$60.00 

9 $30.00 

$36.00 

9 

$54.00 

Range: A3 

:E9. 




4. Press I SORT I to move into the Sort Menu. 



5. Select Row for row sorting by pressing I SPACE' ],E or 0- Press 
I ENTER I . 

6. Select Asc for an ascending sort by pressing I SPACE"! , 0 or 0. 
Press I ENTER I . 

7. Press I.INS 1 (to switch to the typeover mode), then type 

A3 / 

and press 1 ENTER - ] to sort the range starting on cell A3. 

• For more information see Chapter 9: Sorting. 


It’s often nice to know, at a glance, the purpose of a column of numbers. This 
is why we have column titles to help us keep track of what is going on. The 
problem is, once you page the spreadsheet down, you will often lose those 
much needed titles. I SET TITLE I allows you to "freeze" titles in columns 
and rows so they will not go out of view when you move around the 
spreadsheet. 

Please note, however, that on the 16-column screen, you must change the 
width of your columns if you want left-hand titles to show. Both the column 
containing the titles and any data column should fit on the screen at the same 
time. 

Now, let’s freeze the first row of our spreadsheet so we will always be able to 
know the purpose of any particular column. 

Steps—Setting Titles 

1. Move the widebar to cell A2. 

2. Press 1 SET TITLE 1 to freeze all columns and rows from that point 
up and to the left. 

3. Use the arrow keys to move around. Notice that the column titles always 
"stay with you." 

4. Pressing I SET TITLE I again "unfreezes" those rows and columns 
already set. 

• For more information see "Titles" in Chapter 7: Formatting. 
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Lesson 6: 3-D Spreadsheets 

Ajax management has again decided to change our spreadsheet. Now they 
would like us to break down the number of boxes sold into further detail. 
Using sales information provided by the company, we need to show for 
each kind of box how many boxes were bought by each of the company’s 
clients. The best way of accomplishing this task is to link an entire 
spreadsheet to each "Amount Sold" cell in our main spreadsheet. The 
subordinate spreadsheet will break down into further detail how many 
boxes each client bought. Like a completely independent spreadsheet, the 
total number of boxes bought by all clients will also be calculated. The 
'Boxes Bought" cell in the subordinate spreadsheet will link up with the 
"Amount Sold" cell in the top-level spreadsheet. The advantage of this 
kind of structure is that changes made on subordinate spreadsheets affect 
the cell values of the upper-level spreadsheets that they are linked to. So, 
if after a day’s work the company sold eight red boxes, we would change 
the REDBOXES spreadsheet and the spreadsheet BOXES would 
automatically be altered as well. Let’s start building our 3-dimensional 
structure. 


Steps—Linking a subordinate spreadsheet 


1. Move the wideb ar over cell D 7, t he cell that co ntains the number of red 
boxes sold. Press I SPACE - ] and 1 ENTER! to delete the previous cell 
contents. 


|1<- A- X— -B- 

><;—c-><- 

IIBI 

>< — 

3:Bltie boxes 

$20.00 



$4 

llGreen boxes 

$25.00 

$30.00 

12 

$6 

lorange boxes 

$20.00 

$24.00 

17 

$6 

1 Purple boxes 

$20.00 

$24.00 

14 

$5 

llRed boxes 

$15.00 

318.00 mm 

20 

I $6 

SViolet boxes 

$25.00 

$30.00 

■ 3. 2 

$6 

iYellow boxes 

$30.00 

$36.00 

9 

$5 


2. Press I 3D-DOWN 1 . Since there is no existing 3-D link with this cell, 
the file menu appears, giving you the option of linking with an existing 
spreadsheet or creating a new one. 

3. Type in 1 to create a new spreadsheet and type in the name of the 
subordinate spreadsheet: 


REDBOXES 
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Please Enter New File Name: 

REDBOXES ^ 


and press I ENTER"! . A new, empty spreadsheet appears. Notice that 
the spreadsheet level (the number in the top left corner of the display) 
has changed to 2. 

4. Beginning with cell Al, enter the names of the company’s clients in 
column A: 


ChemCo 
Video+ 
CarParts 
El Taco 



5. Move the widebar to cell B1 and enter the number of red boxes bought 
by each company: 


4 

6 

2 

8 


6. Move the widebar to cell B6 and press 


7. Select from the menu the SUM() function. Using 0, move the widebar 
to cell B1 and press I SPACE - ! . Using [▼], move the widebar to cell B4, 
then press I ENTER - ! twice. 
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Lesson 6: 3-D Spreadsheets 


2<—A-><—B-><—C-><—D ><—E- 

IChemCo 4.00 . 

|Video+ 6.00 

ICarParts 2.00 

4E1 Taco 8.00 

i 

i 20.00 

I_ 


8. While still on cell B6, press I 3D—UP~] to move up to the top- 
level Spreadsheet. Spreadsheet IC Card automatically makes the link 
between the two sheets. 

9. Repeat this entire process for the other boxes using your own data. 

10. Press I FILE 1 to save the entire structure. 

• For more information see Chapter 11: 3 D Features. 


Lesson 7: Graphs 

Spreadsheet IC Card’s graphing capabilities enable us to view data in a variety 
of formats. Three types of graphs can be presented -- Bar, Line, and Pie 
graphs. In order to get a better picture of the breakdown of profits by box, 
let’s create a pie graph of the Gross Margin column. 


Steps—Creating a Graph 

1. Move the widebar to cell E3. Press [RANGE SELECT! and use 0 
to highlight the range E3:E9. 


l-<—B-><—C-><—D- 


4 $25.00 


12 s 

$60.00 

5 $20.00 

$24.00 

17 1 

$68.00 

6 $20.00 

$24.00 

14 I 

$56.00 

7 $15.00 

$18.00 

2 0 1 

$60.00 

8 $25.00 

$30.00 

12 : 

$60.00 

9 $30.00 

$36.00 

9 

$54,00 

Range: E3 

:E9 




2. Press [GRAPH I to view the Graph menu. 


<Graph Menu> 

1 View 

2 Type Pie 

3: Labels ""Off 


3. Choose 2 for graph Type and press 1 for Pie. Press lENTERl . 


4. Press 1 to choose View. 


5. Your graph will appear as follows. 
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Lesson 7 : Graphs 


6. Repeat steps 1 - 5 to produce Line and Bar graphs of the same data. 
Line Graph 



Bar Graph 



• For more information on graphs and using labels with graphs, see 
Chapter 13: Graphs. 
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Lesson 8: Keyboard Macros 

Ajax management has asked us to add one more detail to our spreadsheet. 
Since the Gross Margin column represents a profit to the company, they 
would like us to put plus signs in front of each figure in the column. There 
are three ways we could do this. First of all, we could edit each cell 
individually and manually type a plus sign. Secondly we could highlight the 
range of cells in the Gross Margin column and add plus signs to the entire 
range as a Format function. Or thirdly, we could create a macro that 
performs this change now and can be used again later if Ajax management 
decides it wants other columns to show plus signs as well. 

A Keyboard Macro is a powerful, time-saving tool that memorizes a series 
of keystrokes to be recalled at any time in a spreadsheet (thus eliminating 
a lot of retyping). A Keyboard Macro is like a mini program that you design 
and customize to suit your particular needs. Macros can be as simple as a 
few keystrokes or complex enough to incorporate several other macros. By 
replaying a macro, you can easily implement a complicated process that 
would normally require several keystrokes. 

Creating a Macro 

In this example, we will create a macro that formats a cell to show plus signs 
before the numbers. Once it is created, you can use this macro to format 
any single cell or predefined range of cells anywhere in the spreadsheet. It 
does not matter where your widebar rests when you begin recording the 
macro. You will decide later where to apply your macro. 

Steps—Creating a Macro 

1. Press 1M+I to begin the macro recording process. 

2. Select a letter or number to represent the macro. Spreadsheet IC Card 
accepts characters from 0-9 or A-Z. We’ll call it "P” for "Plus". 

3. Enter a description of the macro’s function. Enter "Show + Sign". Up 
to 12 characters can be entered for the description. 


<Defme Macro 

Macro Key: P 

Description 
Show + Sign-* 
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Lesson 8: Keyboard Macros 


4. Press IENTERI to return to the spreadsheet where we will enter the 
keystrokes that make up our macro. 

5. Press iFORMATl to bring up the format menu. 


<Format Menu> 

1 Values 

2 Labels 
H Show 


6. Press IENTERI to choose Format Values. 

7. Type 2 to select + signs and type Y. Press lENTERl . 


<Format Values> 

1 . Places 2 

2 + signs l|f|i&y Y 

3 - signs : L 

;| $ signs N 

1 , for thsnd Y 

H % Percent N 

_ 7 0 suppress N _ 

8. Press lENTERl to select the highlighted cell as the range to be affected. 
(Remember you will be able to apply this macro to any number of cells 
once it is created.) 

9. Press [M+l again to signal the end of the Macro. 


Replaying a Macro 

Now that we have created the macro, we can replay it at any time in any 
spreadsheet to change the number of decimal places in a cell to zero. We no 
longer need to retype the entire process for every cell or column we want 
formatted. 


Steps—Replaying a Macro 

1. Using [RANGE SELECTI and the arrow keys, highlight the cells you 
want formatted. In this case, highlight the range E3:E9. 


l-< —B ->< — C - X- 

-D—-><--E 



4 $25.00 


“trt 

$60. 

00 


5 $20.00 

$24.00 

17 

$68, 

00 


6 $20.00 

$24.00 

14 

$56. 

o 6 


7 $15.00 

$18.00 

20 

$60. 

00 


18 $25.00 

$30.00 

12 

$60. 

00$: : 


9 $30.00 
Range: E3: 

$36.00 

E9 

9 

$54. 

00 



2. Press IR-CM I to bring up the Macro Menu. 

3. Use [SEARCH *1 and ISEARCH ▼ I and the arrow keys to highlight 
the macro you wish to replay (or simply type its corresponding letter or 
number). 


<Macro> 

L Left Justify 
M Move Range 
N Negative Val 
0 Options set 
P Show + Sign 
Q Undefined 
R Resize colum 


4. Press lENTERl and the selected columns will be reformatted. 






iSl l i 'M* #j 

JK! 



i-B ? 

i ■% ‘Wfsk 


Ific • SB’ 


IB S 



iw X 
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Wi 1 
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|K l 'i|ppj 


fly \ w >l!mpP 
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Lesson 8: Keyboard Macros 


You can also delete a macro while in the Macro Men u by m oving the 
widebar over the macro you wish to delete and pressing IDELl . You will 
be prompted to confirm the delete. 



• For more information see Chapter 14: Keyboard Macros 
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Lesson 9: Transferring Spreadsheets to a PG 

Spreadsheet Link is an included utility program which enables you to transfer 
spreadsheets between the Organizer and a PC-compatible computer. The 
following is a quick introduction to the processes involved. It requires a 
connecting cable to link the Organizer and the PC; if you have the Organizer 
Link option, you can use the cable that came with it. For more information see 
"Setting Up Spreadsheet Link" in Chapter 15: Spreadsheet Link. 

Let’s say that Ajax management has been so impressed with our work that 
they want us to transfer our main spreadsheet to the office computer, where 
they’ll use Lucid 3-D to work with it. 

The first thing you have to do is set up the program on the office computer. 
If the machine has a hard disk drive, copy all the Spreadsheet Link files from 
the distribution disk to an appropriate subdirectory on the hard disk. If the PC 
runs from floppy disks, make a copy of the Spreadsheet Link distribution disk 
and use the copy to run the program. Now you’re ready. 


45 








Lesson 9: Transferring Spreadsheets to a PC 

Setting Up 

There are three steps that need to be performed for file transfer and 
conversion to take place: 

• Connect the Organizer to a PC 

• Put the Organizer in PC-Link Mode 

• Start the Spreadsheet Link Program 

Steps—Connecting the Organizer to a PC 

1. Turn the power off on both units. 

2. Locate the 15-pin option jack of the Organizer and gently pull up the 
cover. 

3. Insert the 15-pin SIO connector into the option jack. 

4. Locate the COM1 serial port on the back of your computer. If you 
cannot locate the port, consult your computer manual for more 
information. 

5. Insert the DB25 connector into the serial port. 

6. Turn the power on the Organizer and your PC. 
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Steps—Putting the Organizer in PC-Link Mode 

L To place the Organizer in PC-Link mode, press rSHTFIH and 
I' OPTISTTl on the Organizer’s keypad. Once the Option screen is 
displayed, press 4 to select the PC LINK item. The rest of the process 
is run from your PC. 



Notes: • Whenever the Organizer is in PC-Link mode, the battery drain 
increases significantly because a large amount of energy is needed 
to power the Organizer's serial port, whether or not data is actually 
flowing through the port. Therefore, do not leave the Organizer in 
PC-Link mode longer than needed. 

• The display contents for the OZ-7000 series Organizers will slightly 
be different. 

Steps—Starting the Spreadsheet Link Program 

1. On your PC, go to the directory where you copied the SL2.EXE file (if 
you’re on a floppy system, log on to the drive containing the diskette 
with the SL2.EXE file). Then type: 

SL2 

and hit <ENTER>. You will then see a screen similar to the following: 



47 










Lesson 9: Transferring Spreadsheets to a PC 


Fl-Help 


SpreadSheet-Link vx.xx(c)1990 PCSG Inc. 



Getting Help 

Wherever you are and whatever you are doing, <F1> can give you help specific 
to the feature you are attempting to use. If you are in a menu, pressing <F1> 
will give you information about the menu you are in. 


Transferring a Spreadsheet 

Steps—Transferring a Spreadsheet 


1. Bring up the PC Menu by pressing 

P 

on the PC keyboard. 



Lesson 9 : Transferring Spreadsheets to a PC 


2. Select the Receive item by using 
the up- or down-arrow keys and 
press <ENTER> or by pressing 

R 


- Organizer Files -—— 

1 j LtfAe*0?>. .. - Spreadsheet 

2 : BOXES' - Spreadsheet 

3 : REDBOXES - Spreadsheet 

4 : SALES - Spreadsheet 

--Page 1 of I- 11 


on the keyboard. This will pop up a numbered list of all the files stored 
on the Spreadsheet IC Card. 

3. Move through the display to see what’s listed. You can use the up- and 
down-arrow keys, or the <Pg Up> and <Pg Dn> keys. You can also 
use number keys to move the widebar to a particular file—just type the 
number alongside the filename. 

4. Select the entry for the Boxes spreadsheet by positioning the widebar 
over it. Start the transfer process by pressing <ENTER>. 

5. A Conversion box will pop up, asking you to choose a conversion type. 
Since your co-workers are using Lucid 3-D, you should choose the 
second entry, Organizer to Lucid. This will tell Spreadsheet Link to 
convert your Boxes spreadsheet into a form that can be used by Lucid 
3-D. (If your co-workers were using Lotus 1-2-3, you would select one 
of the Lotus conversion formats at this point; the rest of the process 
would be the same.) To choose that entry, move the widebar over it, 
then press <ENTER>. 

6. A Filename box will pop up, displaying the name "BOXES.LCD" and 
prompting you to press <ENTER> to begin the transfer. If anything is 
incorrect, you can abort the transfer by pressing <ESC>. Otherwise, 
go ahead and press <ENTER>. 

That’s all there is to it. As the file is being transferred—it will only take a few 
seconds—a message box will appear on the PC screen displaying the number 
of bytes received so far, and a message will appear on the Organizer’s screen 
saying that it’s sending the Boxes file. When the transfer is complete, the PC 
display will return to the Spreadsheet Link Main Screen, and the Files window 
will be updated to include the file BOXES.LCD thkt was just received. 

When yo u’re d one, be sure to take the Organizer out of PC-Link mode. Just 
press the I0N1 key on the Organizer keypad. 


For more information see Chapter 15: Spreadsheet Link. 
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Reference Guide 


Chapter 1: Important Keys 


Keys on the Organizer Keypad 

When you press ICARDI on the Organizer keypad, the IC Card currently 
installed becomes functional. 

Keys that have double uses, such as IQ/EDIU (IA/EDIT1 for the OZ-7000 
series) on the Organizer keypad, use ISHIFTI to select the second option the 
key provides. 

The search keys, ISEARCH a I and ISEARCH ▼■!, have a number of uses. 
Pressing a search k ey while in spreadsheet mode pages the sheet up or down. 
Pressing ISHTFTI before a search key lets you search and replace an item in 
the spreadsheet. Search keys are also used to page through menu choices. 

The arrow keys, 0,0,0 and 0, move the widebar cursor cell by cell in the 
spreadsheet. In menus, the arrow keys move the widebar through menu 
choices. 

When editi ng, HNS I toggles between insert mode and typeover mode. When 
not editing, lINSl pops up the Insert Menu. 

When editing, IDE LI deletes the character at the cursor. Pressing IDELl in 
spreadsheet mode pops up the Delete Menu. 

When editing, IPS I moves the cursor back one character to the left, deleting 
the character in that position. 

Non-alphanumericcharacters can be accessed by pressing ISMBLI . 

1CAPSI toggles between uppercase and lowercase characters. 

IC-CEI backs up in menus without making any choices, aborts any procedure 
currently in progress, and exits from any mode (edit, range, point, etc.) back 
to the base spreadsheet mode. 

IENTERI accepts menu choices and when editing, inserts the edited material 
into the cell. 



Chapter 1: Important Keys 


IM+I and (M -1 are used interchangeably to begin and end the recording of a 
keyboard macro. 

Pressing 1R-CM I calls up the Macro Menu and displays a list of all previously 
created macros. 


Keys on the Spreadsheet IC Card Keypad 


SHARP 


16/40 


FILE 

===nS 


3D-UP 


3D-D0WN 

V 


TEMPLATE 

01 


MATH CELL 
FUNCTION EXPAND 



GOTO SET TITLE 


FORMAT SORT MOVE COPY 


HELP 


pEiiasi 


SET UP GRAPH 


RECALC 


IFlLEl pops up the File Menu. ISHIFTI IFILEI displays the filename on the 
bottom of the screen for one second. 

ITEMPLATEI pops up the Template Menu. 

Pressing I3D-UPI while on a 3-D reference moves up to the higher level 
spreadsheet linked to that cell (if there is one). 

Pressing l3D-D0WfTI while on a 3-D reference moves down to the lower level 
spreadsheet linked to that cell (if there is one). Pressing I3D-D0WTT1 while 
not on a 3-D reference initiates the 3-D linkage procedure. 
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Chapter 1: Important Keys 

Pressing IMATH FUNCTION] while on a cell pops up the Math Function 
Menu, allowing you to insert any one of the 47 Spreadsheet IC Card math 
functions into the current cell. There are a total of 54 functions, including 4 
numeric operators and 3 relational operators as well as the 47 math functions, 
displayed on the Math Function Menu. 

If the widebar cursor is on a label or number, pressing 1CELL EXPANDI 
will display the com plete unformatted version of the cell’s contents. Pressing 
ICELL EXPAND] while the widebar is on a cell containing a formula, shows 
the formula. 

[RANGE SELECT! is used to define a range. 

IGOTOI pops up the Goto Menu. 

ISET TITLEI prevents the rows and columns containing titles from scrolling 
off the screen as the widebar is moved to the far edges of the spreadsheet. 

ICOLUMN WIDTH] is used to set the width of one or more columns. 

[FORMAT] is used to format spreadsheet cells. 

ISORTI is used to sort a range of cells. 

[MOVE I is used to move a range to another location. 

ICOPYI is used to copy a range to another location. 

|HELP| is used to give help on Spreadsheet IC Card commands and features. 

ISET UP I pops up the Set Up Menu. 

IGRAPHI pops up the Graph Menu 

iRECALCl forces the manual recalculation of the spreadsheet. 


Note: 

While performing some functions, Spreadsheet IC Card will display a "Wait" 
message and a flashing asterisk at the bottom of the screen. This shows that 
it is currently processing information. When the blinking asterisk disappears, 
it is once again ready to receive input from the user. 



Chapter 2: Getting Help 

Spreadsheet IC Card’s Help facility is like a built-in instruction manual. It 
allows you to get information on virtually e very Sprea dsheet IC Card feature 
available. Help is context-sensitive: when I HELP ] is pressed, instructions 
about the feature being used right then are displayed. 


As well as offering context-sensitive help, Spreads heet IC Car d also allows you 
to get help in the more conventional way. Pressing I HELP 1 and then the key 
you want to learn more about will yield the help page(s) for that key. 

GOTO is used to move rapidly to any cell 
in a sheet. It also remembers the last 
seven cells entered so you can go back 
to one of them. When GOTO is pressed, 
the Goto Menu appears. You can type in a 
destination or select one from the seven 
previous locations. Whichever option you 
choose, the destination chosen is moved 


Spreadsheet IC Card’s Help Index is a special help menu that can be accessed 
quickly to provide instructions on a specific Spreadsheet IC Card topic. 
Pressing I HELP I, I SEARCH ▼ I or I SEARCH a 1, while in any help 
page, moves you into the Help Index. The index is laid out alphabetically and 
can be perused using the search keys or 0 and 0. 


<Help Index> 
Help on help 
3-D 

3D-UP Key 
3D-DOWN Key 
3-D Ref() 

ABS () 

Absolute ref. 


To see the help pages for a particular topic, move the widebar to the topic and 
press I ENTER - ] . A topic can be quickly located by typing the first letter in 
the name. Index entries beginning with that letter appear on the screen. 

Once a help page is displayed, press 0 to move to the next page and 0 to 
move to th e previous p age. You can exit and return to what you were doing 
by pressing I C-CE 1 . 

• See "Using I HELP I " in Lesson 3 for an example. 
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Chapter 3: Moving Around 

Spreadsheet IC Card provides many ways to move the widebar cursor, or 
widebar, around the spreadsheet. 

The Arrow Keys 

Arrow keys, 0, [tJ 0 and 0 on the Organizer keypad are used to move the 
widebar one cell at a time, either up, down, left or right. 

If the widebar is at the edge of the spreadsheet—that is, at column A or Z, row 
1 or 999—and an attempt is made to move the cursor off the edge, Organizer 
will "beep" at you to indicate an error. However, if Organizer’s sound is 
turned off you will not receive this error signal. 

Note: The arrow keys are not limited to just moving around the spreadsheet. They 
are also used while in menus and allow cursor movement when editing cells. 



Using I GOTO 

Spreadsheet IC Card’s I GOTO I moves the widebar directly to any cell on the 
spreadsheet. It also remembers the last seven locations of the cells that you 
"came from" so you can go instantly back to any one of them. 

When I GOTO I is pressed, the Goto Menu appears, showing a list of the last 
seven cells you "came from." If you want to move to one of these cells, type 
the number next to it. Howe ver, if you wa nt to move to a new location, type 
the cell coordinates and press I ENTER - ! . After selecting a location to move 
to, the location you are moving from is stuck at the top of the list and the last 
location in the list is "bumped" off. 



The I GOTO 1 key makes it easy to jump back and forth between two remote 
cell locations. After using Goto to move to a cell, press I GOTO I and select 
the first location in the menu to move back to your previous location. 
Spreadsheet IC Card also lets you select the first location in the list by 
pressing either 1, 1 ENTERl or just | GOTO I . 



Steps—Using I GOTO 1 

1. With the widebar on any cell, press I GOTO I . The Goto Menu appears. 

Note: When you press I GOTO 1 for the first time, the screen will list A1 
no matter where you are in the spreadsheet. A1 is the default cell location 
for Goto. 



2. Type A3. Notice that the prompt, Goto:, automatically appears whenever 
you start typing. Press I ENTER I to immediately move to cell A3. 


54 




































Chapter^^ovin£^round 


Chapter 3: Moving Around 



3. Press I GOTO I again. A revised Goto Menu appears showing the cell 
where the widebar just was as the first item in the list. 

4. To go back to that cell location, you can: 

1) Type 1 or press I ENTER - ! . 

2) Press I GOTO 1 a second time. 

5. To move to another cell, enter in a new cell location or select from 
other cells in the Goto Menu by typing the number next to them or by 
selecting them using the widebar. 

• See "Using f GOTO 1 " in Lesson 3 for an example. 

The Search Keys 

The search keys, I SEARCH *■ I and I SEARCH ▼ 1. are used to page a 
spreadsheet up and down six rows at a time. 

The search keys, when used with I SHIFT 1 can locate a word, character 
string, number or formula in the spreadsheet. They can also be used to replace 
the item searched for with a new item. 

A search can be narrowed by using a particular search key. I SHIFT - 
| SEARCH a | searches from the left of the widebar and up. I SHIFT - 
I SEARCH ▼ | searches from the right of the widebar and down. 

Once either search key is pressed, the appropriate search menu appears, 
prompting you for something to search for. After an item is entered, any of 
the three "Replace?” options can be selected by using 0 or E to move the 
widebar over the option. The default option, No, simply finds the item and 
moves the widebar to that cell. If the second option, All, is selected you are 
prompted to enter in a replacement. Once the replacement is entered, the 
search begins, and any text that matches the item is exchanged with the 
replacement. The final option, Confirm, also allows you to search and 
replace, but it asks your permission to replace each time it finds the item 


being searched for. Both Confirm and All continue searching until the search 
item cannot be found. 

Use either search key in conjunction with the formatting option Show 
Formulas to locate formulas. 


Steps—Search and Replace 


1. Press I SHIFT - ! I SEARCH * | to move into the Search Menu. 

2. Enter the item to be searched for. Uppercase and lowercase letters 
cannot be recognized. 


<Search> 
Search for: 
Kiwi* 

Replace? 

No All Confirm 

Replace with: 


3. Select the kind of search you want using 0. E or 1 SPACE - ! If 
Confirm or All is selected, you will then be prompted to enter in a 
replacement. After entering the replacement, the search begins. 

4. If you select No, the search ends after finding the first match, if a match 
is found at all. 


<Search> 
Search for: 

Kiwi 

Replace? 

No All Confirm 

Replace with: 
Mangos _ 


If you select Confirm, you will be prompted with Replace? Y/N, if and 
when a match is found. After selecting either Y or N, the search will 
continue until the item cannot be found. 
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If All is selected, each time the item is found, it is exchanged for the 
replacement. The search will continue until the item cannot be found. 



Notes: • Do not replace numeric values with string values or vice versa. 

• Do not replace an item with another item exceeding 245 characters. 

• See "Using Search and Replace" in Lesson 5 for an example. 

Movement Summary 



Moves the cursor 

One cell up 
One cell down 
One cell left 
One cell right 
Page Up 
Page Down 

To one of the seven locations in the 

Goto Menu 

To the first location in the Goto Menu 
To the first location in the Goto Menu 
To the item found to the left of the 
widebar and up 

To the item found to the right of the 
widebar and down 


Chapter 4: Set Up Options 

Set Up Options control many important aspects of Spreadsheet IC Card’s 
operation and appearance. While all of Spreadsheet IC Card’s set up options 
are preset to logical defaults in each spreadsheet, the options can be 
customized by using the Set Up Menu. To see that menu, press I SET UP I . 

<Setup> 

l Format- Global 
if Width - Global 
§ Recalc Auto 
ft Copy Lotus 12 3 


Global Format 

Spreadsheet IC Card’s Global Format option controls formatting of all the 
cells in a spreadsheet. Spreadsheet IC Card also allows formatting of ranges, 
and formatting of labels in individual cells by inserting special format signals 
(See Chapter 7: Formatting). Of these types of formatting, global format has 
the lowest priority, affecting only cells not formatted individually or as part of 
a range. A range format remains with the range indefinitely, and is immune 
to a global format change. 



uiooai rormat settings are saved with the spreadsheet. When another 
spreadsheet is loaded, the Global format for that spreadsheet takes effect. The 
format option s available are exactly the same as those provided using 
fFORMAT I. 
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Global Width 

The Global Width option is used to specify the width, in spaces, of all columns 
in a spreadsheet except those columns that are part of a range whose width 
has already been set explicitly. Width can be any size between 0 and 254 
characters wide. It reque sts two default settings to be toggled between by the 
I COLUMN WIDTH I key. To set either width, move the widebar to either 
Column Width or Alternative Width and simply enter in the new numeric 
value. 


<GLOBAL WIDTH> 

Col Width: 8 
Alt Width: 3 


Recalculation 

Recalculation forces Spreadsheet IC Card to recalculate a spreadsheet when 
an entry is added or edited. There are two recalculation methods: automatic 
and manual ( See Recalculation in Chapter 6: Writing Formulas). The default 
for Recalculation is automatic. 

Lotus- or Clipboard-Type Copy and Move 

There are two alternate ways to copy or move data around the spreadsheet. 
The first method emulates the procedure used in Lotus 1-2-3. The second uses 
the Clipboard method found in the PC version of Spreadsheet IC Card called 
Lucid 3-D ( See Chapter 8: Copying, Moving, Inserting and Deleting). The default 
for this option is the Lotus method. 


Chapter 5: Using Ranges 

The concept of a range is simple: a range is a section of the spreadsheet, or a 
block of cells that you choose for some purpose. A range can be as small as one 
cell, or as large as the entire spreadsheet, or any size in between. Spreadsheet 
IC Card shows the range or section you select in reverse video. All the cells 
in a selected range are affected by the various commands you perform. 


What Ranges Are Possible 


The smallest possible range is one cell, and the largest possible range is the 
entire spreadsheet. So the range you use can be any rectangular block of 
cells in between. Range definition describes the rectangular object in these 

terms: 


Upper Left Corner:Lower Right Corner 


A range can include any rectangle possible on the spreadsheet, as shown by 

the following examples. 


A single cell. 

. . A1:A1 

Multiple cells in a row . 

. A1:D1 

Multiple cells in a column. 

A1:A10 

Cells including both columns and rows . 

. A1:D10 

An entire column from top to bottom. 

A1:A999 

An entire row. 

. A1:Z1 

The entire spreadsheet . 

A1:Z999 


Reverse Ranges 

A range is usually defined by the upper left corner and lower right corner, but 
if you enter it backwards like this: 

lower right comer.upper left comer 

Spreadsheet IC Card forgives you, and automatically figures out what was 
intended. Spreadsheet IC Card is quite lenient and will intelligently convert 
any "strange range" to the proper definition automatically. 
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Two Ways to Use Ranges 

Spreadsheet IC Card gives you two ways to use ranges. Both produce the same 
results. Which one you use is just a matter of personal taste and preference. 
You can: 

1 )Define a range first and then choose what you warn to do to the range. 

2) Choose what you want to do and then define the range. 

Steps—Using Ranges 

1. To define the rang e before the action, simply press the 
I RANGE SELECT I key and stretch the expanding widebar. Once 
the range has been defined, press the function key you want. For 
example, to change the width of the cells in the range, press 

I column Width I . 

2. To select the action before the range, press the function key that you 
want to use and when prompted, define the range using the arrow keys 
and I ENTER I . 

Ways of Defining a Range 

Spreadsheet IC Card gives you two ways of defining or selecting a range: 

1 )You can use the arrow keys to stretch the widebar over the range you want. 
2)You can directly type in the range using the Organizer keypad. 

Steps—Range Definition 

1. To define the range using arrow keys, press I RANGE SELECT 1 and 
stretch the widebar over the range you want. 

2. To define the range using the keypad, press I RANGE SELECT 1 and 
enter in the range. For example, to define a range that includes every 
cell in column A, type this: 

A1:A999 or A1.A999 

This method is better when you already know the exact range 
coordinates you need. 


Chapter 6: Writing Formulas 

What is a Formula? 

A formula is an expression that allows Spreadsheet IC Card to perform 
calculations. Formulas are typed into cells just as numbers or labels are. They 
can refer to other cells or ranges of cells. Formulas can also include functions 
like SUM and MIN. Here are some example formulas: 

A5 

This formula shows the contents of cell A5, whether number or text. If cell A5 
is empty, this formula’s result is zero. 

A5+B5 

This formula adds the contents of cell A5 and B5 and shows the result. 
A5*(B5-C5) 

This formula subtracts C5 from B5, and multiplies the result by A5. 
Calculations within parentheses are performed first. 

SUM(A1:A10) 

This formula uses a function to calculate the total of cells A1:A10. SUM is 
one of the many Spreadsheet IC Card functions available. 

What is a Function? 

A function is a part of a formula that accepts information and returns a result. 
For example, the function SUM yields the sum of the cells, values or 
functions included within the parentheses. The result can be shown on the 
screen, used in other formulas by referring to its cell or combined into 
complex formulas with other functions and operators such as +, -, *, / and Y 

Functions are accessed b y typing their names into formulas or by using 
I MATH FUNCTION I . The information supplied to the function must be 
placed in parentheses following the function name. The information supplied 
is called the argument or parameter. Arguments can be actual numbers, cell 
references, range designations or even other formulas. 
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Parentheses and Precedence 

Parentheses, (), are used to group parts of a formula together so that the parts 
enclosed in parentheses are calculated first. The parenthetical expressions are 
said to "take precedence" over the rest of the formula. 

Suppose in a formula you had 3+4*5. Normally, Spreadsheet IC Card will 
evaluate the multiplication first (4*5) then the addition (3+20), to get 23. 
However, you can override this order with parentheses. The formula (3+4) *5 
instructs Spreadsheet IC Card to evaluate the addition before the 
multiplication, yielding 35. 

The order in which formulas are evaluated depends on the precedence of an 
operator over another. The following shows a list of operations in order of 
decreasing precedence: 


Precedence of Operations 

Power 

Multiply, divide 
Add, subtract 

Less than, greater than, equal to, less 
than or equal, greater than or equal, 
not equal 


If two operations have the same precedence, then the formula is evaluated 
from left to right. Thus, according to the table, powers are evaluated first, 
followed by all multiplications and divisions, then the additions and 
subtractions, and so on. 

Math Function Menu 

I MATH FUNCTION 1 shows a menu of the 47 mathematical functions that 
Spreadsheet IC Card provides. Once you are in the Math Function Menu, you 
can select a function to insert into a cell. If the function requires arguments. 
Spreadsheet IC Card will position the cursor between the parentheses, ready 
for you to type them in. 

1 SEARCH ▼ I and I SEARCH a | are used to page through the entire 
alphabetized menu of functions. Functi ons are selec ted by either moving the 
widebar over the function and pressing I ENTERl or by typing the number 
next to the function. 


Once the function has been entered into a cell there are two ways of entering 
in the arguments: 

1) Typing the arguments from the Organizer keypad. 

2) Pointing to the arguments. 

The Math Function Menu also serves as a reminder of what the functions are 
and how they are spelled if you forget or haven’t used a particular f unction yet. 
Best of all, you can move the cursor to any function name and press I HELP I 
to see a help page describing that function and its application, along with how 
to use it in a formula. 

Steps-Using r"MXTH~'FUITCTTOin 

1. With the widebar on any cell, press I MATH FUNCTION I to move 
into the Math Function Menu. 

2. Use the search keys to page through the function list. 

3. Once you find the function you want to use, type the number (1-7 ) next 
to it or position the widebar on it and press I ENTER"! . This 
automatically inserts the function into the current cell, ready for you to 
enter the arguments (if needed). 


<Math Functions> 

1 ABS {) liSuh 

2 AVG () 
i FV () 

4 PMT() 

§ PV() 

1 SQRT() 

_ 7 SUM() _ 

• See "Writing a formula using I MATH FUNCTION I " in Lesson 4 for an 
example. 


How to Write Formulas Using Pointing 

Pointing is a special cell editing feature that is used to roam around a 
spreadsheet and automatically insert a cell or range reference into a formula. 
Pointing eliminates the need to remember these references, or to momentarily 
stop editing while the references are being located. When references are 
found, they can easily be incorporated into the formula. 
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If you are writing a formula, an 0» H or 1 ENTER~I starts you pointing. 
This doesn’t work if the formula is already complete (or makes sense to 
Spreadsheet IC Card). Spreadsheet IC Card will only start pointing if the 
formula is in some way incomplete. If a formula has an empty pair of 
parentheses, ends with an incomplete operator (like + - or *) or is in some 
way or another not finished, Spreadsheet IC Card will let you begin pointing. 
You will find that Spreadsheet IC Card is pretty smart in figuring out whether 
you want to point or want to use a formula as it stands. Here are some partial 
formulas that will cause pointing to occur: 

100+ SUM() COUNT(A3+ 

When interpreting your formulas, Spreadsheet IC Card automatically 
recognizes syntax mistakes and formulas with too few or too many arguments. 
If a mistake is found, Spreadsheet IC Card will beep at you. Spreadsheet IC 
Card will continue beeping until the mistake is corrected. 

Steps—Pointing 

1. Make an incomplete formula by typing a math operator (like + or -) or 
by inserting a function without arguments. 

2. Pointing starts because the formula is incomplete. Mov e around the 
spreadsheet until the desired reference is found and press I ENTER - ! . 
That reference is added to the formula. 

3. To point to a range, press I SPACE - !. (.) or (:) to a nchor the ran ge 
and use the arrow keys to stretch the widebar. Press I ENTER - ! to 
insert the selected range into the formula. 

4. After entering a cell reference or range, you can continue pointing by 
making the for mula incomp lete again. When you’ve finished writing the 
formula, press I ENTERl 

• See "Entering a formula using pointing" in Lesson 4 for an example. 


Viewing Formulas 

The I CELL EXPAND"! key can be used to view a formula in a cell. Simply 
pressing I CELL EXPAND - ! shows the formula on the screen, taking up as 
many lines as it needs to be shown. If the formula is too large to fit on the 
screen, the arrow keys can be used to scroll through it, just as if it were a 
memo. To view formulas on the cell edit line, I SHIFT"! I EDIT 1 can be 
used. 
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A range of cells can also be made to show only formulas. The Format Show 
Formulas feature (see Chapter 7: Formatting) allows you to reformat the cells 
to show only the formulas. The entire spreadsheet can be formatted in this 
way as well. The Global Show Formulas feature (See Chapter 4: Set Up 
Options ) lets you reformat every cell in the spreadsheet to display formulas. 

Absolute References 

If a cell reference such as A10 or M22 is designated as Absolute, it is not 
changed to reflect its new position when it is copied or moved to another part of 
the spreadsheet. A dollar sign ($) makes a cell reference absolute. For example, 
to make the cell reference C6 absolute, type $C$6. Then C6 is not changed 
when a formula that it contains is copied or moved. To make only the row or 
column absolute, place a dollar sign before its part in the reference. For 
example, $C10 makes only the column absolute; C$10 makes only the row 
absolute. 


Absolute References 

Absolute row and column 

$A$1 

Absolute column only 

$A1 

Absolute row only 

A$1 

Relative reference 

A1 


Steps—Absolute References 

1. To enter an absolute cell reference into a formula, simply insert dollar 
signs before the column and row designations. For example: 

$C$5 

2. If only a row or column reference is to be absolute, then place a dollar 
sign before that element. For example: 

C$5 or $C5 

Recalculation 

Recalculation forces Spreadsheet IC Card to recalculate a spreadsheet’s 
formulas. There are two recalculation methods: automatic and manual. The 
default for Recalculation is automatic. The recalculation method used can be 
changed in the Set Up Menu (See Chapter 4: Set Up Options). 
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Automatic Recalculation forces Spreadsheet IC Card to recalculate every time 
data is entered. This type of recalculation is useful for small spreadsheets, 
where the calculation time is short. It is also useful for spreadsheets that are 
already finished and only require a few last entries into certain cells. 

Manual Recalculation is more appropriate when there are a great deal of 
formulas to be entered. On a huge sheet a recalculation delay between each 
item would slow down the entry process, and in such a situation it is better 
to enter all the data first and then manually recalculate by pressing 
I RECALCH at the end. However, manual recalculation is available only 
when all data is entered manually; if the Copy, Move, Sort, Delete, or Insert 
function is executed during data entry, automatic recalculation will take place. 

Math Functions 

The math functions in Spreadsheet IC Card are: ABS, EXP, INT, LN, LOG, 
MOD, RAND, ROUND and SORT. 

ABS (expression) 

ABS returns the absolute value of the single expression supplied. The 
absolute value of any number is the positive value of the number 
regardless of its sign. Therefore, ABS(-5) and ABS(5) equals 5. Examples: 

ABS (-9) ABS(Al-3) ABS(A3-A2) 

EXP (expression) 

EXP returns the value of e raised to the power of the expression supplied, 
e is a constant used in scientific studies, as well as growth models, and is 
approximately equal to 2.718281828459. e is also the base used in natural 
logarithms (LN). Examples: 

EXP(l) EXP(B4) EXP (A 1 - A2* A3) 

INT (expression) 

INT returns the integer value of the single expression supplied. The integer 
value is derived by truncating or "chopping off' the fractional part of the 
value (if any). Examples: 

INT(A4) INT (A3-A3) INT(A4/2) 
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LN (express ion) 

LN returns the natural logarithm of the expression supplied. Natural logs 
use base e; e is a constant approximately equal to 2.718281828459. Natural 
logs are also called Napierian logs. Examples: 

LN(2.7182818) LN(A4) LN(A4*A3) 

LOG (expression) 

LOG returns the common logarithm, or Log 10 (log base 10) of the 
expression supplied. Simply stated, LOG answers the question: "What 
power of 10 equals the expression?" Examples: 

LOG (100) LOG(A4) LOG(A4*3) 

MOD (dividend,divis or) 

MOD stands for modulus and returns the remainder obtained when the 
first expression is divided by the second expression. The result of a MOD 
formula will therefore never be greater than or equal to the second 
expression. Examples: 

MOD(120,55) M0D(B5*3,C1 /2) 

RAND 

RAND generates and returns a pseudo-random value between 0 and 1. 
Random numbers are useful in risk analysis models and other applications. 
Examples: 

RAND RANDM00 A4-RAND 

ROUND(expression [.precision]) 

ROUND takes one or two arguments for its data. ROUND takes the 
expression in the first argument (which is required) and rounds it off to 
the precision—or number of digits—specified by the second argument (which 
is optional). The precision can be any number between 10 and -10; if no 
precision is specified, it is assumed to be 0. 

A negative number for precision may seem strange, but it is really pretty 
simple. ROUND works like this: 

1) If the precision is 0, the number will be rounded to the nearest integer. 
ROUND rounds to the next higher value if the next digit is 5, so the 
formula ROUND( 1.5,0) evaluates to 2.0. 

2) If the precision is positive, the first number will be rounded to that 
number of places to the right of the decimal point. ROUND(1.5555,2) 
is 1.56. 
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3) If the precision is negative, the first value will be rounded to that many 
places to the left of the decimal point. ROUND(1234, -2) is 1200. 

Examples: 

ROUND (A1,0) ROUND(B5-B4,2) ROUND(Cl,-3) 

SQRT(expression) 

SQRT returns the square root of the value supplied. The square root is the 
number that, when multiplied by itself, equals the expression. SQRT(9) is 
3 because 3*3=9. Examples: 

SQRT(81) SQRT(12*12) SQRT(A1) 

Trigonometric Functions 

These are: ACOS, ASIN, ATAN, ATAN2, COS, PI, SIN and TAN. All "trig" 
functions in Spreadsheet IC Card use angles in radians, not degrees. A circle 
is described by 360 degrees or 2*PI radians, and you can convert between 
these two angle measurements easily with the following rules: 

1) To convert degrees to radians, multiply by PIII80. For instance, 45 degrees 
is 45*PI/I80, or .79 radians. 

2) To convert radians to degrees, multiply by 180 / PI. For example, 1 radian 
is 1*1801 PI, or 57.30 degrees. 

ACOS (expres sion) 

ACOS returns the arc cosine, or inverse cosine, of the value given in 
parentheses. The result represents the angle whose cosine equals the value. 
The expression cannot be less than -1 or greater than 1, because cosine is 
limited by that range. Examples: 

ACOS(l/2) ACOS(A4) ACOS(A3+A2) 

ASIN(expression) 

ASIN returns the arc sine, or inverse sine, of the value in parentheses. The 
result represents the angle whose sine equals the value. The expression 
cannot be less than -1 or greater than 1, because sine is limited to that 
range. Examples: 

ASIN(l/2) ASIN(B3) ASIN(D5/A3) 



ATAN(expression) 

ATAN returns the arc tangent, or inverse tangent, of the value in the 
parentheses. The result represents the angle whose tangent equals the 
value. ATAN always returns a value in the range PI/2 to -PI/2. Examples: 

ATAN(PI/2) ATAN(D4) ATAN(E3-S2) 

ATAN2(X,Y) 

This function gives the arc tangent, or inverse tangent, of the Y entry 
divided by the X entry. Because the sine and cosine parts of the tangent 
are given separately, ATAN2 is able to return values between PI and -PI. 
Examples: 

ATAN2(A1,B1) ATAN2(PI/2,PI/2) 

COS (expression) 

COS returns the cosine of the value in parentheses, which is an angle 
expressed in radians. Cosine is the ratio of the side adjacent to the angle 
divided by the hypotenuse. Examples: 

COS(PI/3) COS (A3) COS(A4/A2) 

PI 

PI is a constant used in trigonometry which is built into Spreadsheet IC 
Card. PI equals approximately 3.1415926535898. You can type PI 
whenever you need this value in calculations. Examples: 

PI PI/3 PI*A4 

SIN(expression) 

SIN gives the sine of the value in parentheses, which is an angle expressed 
in radians. Sine is the ratio of the side opposite the angle divided by the 
hypotenuse of a right triangle. Examples: 

SIN(PI/4) SIN(B2) SIN(C1/C2) 


TAN (expression) 

TAN gives the tangent of the expression in parentheses. The value is an 
angle expressed in radians. The tangent of an angle is the ratio of the 
opposite side to the adjacent side of a right triangle. Examples: 

TAN(PI/4) TAN(D3) TAN(D3/H3) 
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Comparison Functions 

Comparison Functions let your formulas make logical decisions: If this is true, 

do this, otherwise do something else. 

Spreadsheet IC Card provides these comparison functions: 

1. IF is a function which is quick and easy to use, and responses are based 
on a certain condition (one cell greater than another, one cell equals 
another, etc.) IF allows only two possible results: one if the comparison 
is true, the other if false. 

2. CHOOSE is similar to IF, except CHOOSE allows many results 
depending on an integer value, not just two results like IF. 

IF(comparison,true expression,false expression) 

IF is used to produce a value for a cell by testing for a logical condition. 
IF(condition,x,y) returns expression "x" if "condition" is true and returns 
expression "y" if "condition" is false. The conditional test must be a 
comparison expression. 

Comparison expressions are written using one or more of these 
comparison operators: 



Comparison Operators 

= 


Equal to 

< 


Less than 

<= 

or =< 

Less than or equal to 

> 


Greater than 

>= 

or => 

Greater than or equal to 

<> 


Not equal to 

& 


Logical AND 

1 

1 


Logical OR 


Examples of valid comparison expressions using actual numbers: 

1 = 1 (TRUE) 1 < 2 (TRUE) 1 = 2 (FALSE) 

If these formulas were written in a cell, they would show -1 (TRUE) or 
0 (FALSE). 
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Result expressions can either be cell references or values. The following 
are valid IF statements: 

IF(A1>A2A1A2) IF(A2< >A4,100,1000) 

IF(A3 = B5.04) IF (ROUND(A3) < K4,A10,-10) 

CHOOSE(key expression,list of results) 

CHOOSE returns the item in its list in the position specified by the key 
expression. The first item in the list is in position 0; subsequent items are 
in positions 1, 2, 3, and so on. The format of CHOOSE is: 

CHOOSE(A,VO,V1 ,V2,V3,...) 

where A is the value to be tested (usually a cell reference). V0, VI, V2, 
V3, and so on are the possible results, and there can be as many possible 
results as will fit in the cell. The first value or reference is always number 
0 with CHOOSE. 

CHOOSE takes the expression A and rounds it to an integer. It then 
returns the value (V0, VI, V2, V3, etc.) in the position specified by the 
integer, starting with position 0. For instance, if expression A is 3, then the 
fourth value in the list, value V3, will be returned. 

If A is zero, the first value (V0) is returned. If A is greater than the 
number of listed values, or is negative, the result is an error indicated by 
the message ERR. The following are valid CHOOSE expressions: 

CHOOSE(A2,C2,C3,C4,C5,C6) 

CHOOSE(ROUND(D4)ALBl,Cl) 

Using Logical Operators 

The & and j characters represent AND and OR operators in formulas, and 
can be used to create logical expressions by combining two or more simple 
comparisons. These two operators let you create comparisons like, If this cell 
is zero AND that cell is not zero or If this cell is less than 5 OR that cell is 
greater than 10. 

In order for an AND (&) expression to be true, all of the comparison 
expressions must be true. In order for an OR (j) expression to be true, one 
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of the comparison expressions must be true. The following are valid 
expressions using AND and OR logic: 

EF(A1 > 1 | A2<2,-1,0) IF(A1 > 1&S2<2,-1,0) 

IF (A1&A2&A3 = 2,-1,0) 

Table Functions 

Table functions do a lookup on a table of cells based upon one or more 
inputs, and return a value depending on the location of the matching cell. The 
inputs to be looked up can be either labels or numbers. 

The table functionsin SpreadsheetIC Card are: HLOOKUP, VLOOKUPand 
TABLE. 

We first look at the primitive lookup functions HLOOKUP and VLOOKUP. 
They are one-dimensional. TABLE, a function exclusive to Spreadsheet IC 
Card, is a much easier and a more natural table function. 

HLOOKUP(key expression,range [.offset]) 

HLOOKUP performs a horizontal table lookup in which an input value is 
compared to a row of comparison values, and a result is found based on 
that comparison. 

Key Expression or Input is the reference to be looked up on the table. 
This value can be a number, or a cell reference to a number or label. 

Range specifies the range of cells that makes up the table and contains 
both the comparison values and results. The comparison values are 
placed on the top row of the table, and must be in ascending order, left 
to right, numeric or alphabetical. (See Chapter 9: Sorting to learn how to 
automatically sort a range.) 

Row offset is optional. If it is specified, it causes the result to be chosen 
from a row other than the second row in the table. 

The easiest way to describe this complicated function is with a simple 
example. In this example the spelling of a number typed in cell B1 is 
looked up on a table in the range A4:F5. Only the numbers 1-5 are 


included in the table, but the table could be expanded to include other 
numbers if necessary. The HLOOKUP formula 

HLOOKUP (B1A4:F5) 

is entered into cell B2, and that cell is where the result appears. 


<**i **».'«*«^«*» **»’ j)*' 


- D - *~>o rB-v* ><-'~ F ~ ~ > 

1 Number?: 

4.00 


2Number is:| 

: Four 


1 1.00 

2.00 3.00 

4.00 5.00 6.00 

5: One 

i 

1 

Two Three 

Four Five big # 


When a number in the range 1-5 is entered into Bl, its spelling appears 
in cell B2. 

If the input value lies between two comparison values on the top row of 
the table, HLOOKUP uses the smaller of the two values, and takes its result 
from that column. In the example above, if the value 3.5 were entered into 
cell Bl, the result would be taken from column C. Likewise, if 4.1 is 
entered, "four" is the result (column D). 

If the input value is smaller than the first comparison value, ERR is the 
result. For this reason, it may be desirable to place an extremely small 
value as the first value in the table. On the other hand, if the input is 
larger than the largest comparison value, the result will be taken from the 
column containing the largest value. 

The input to HLOOKUP can be a label as long as the row comparison 
values are labels as well. These two data types must match, otherwise 
erratic results will occur. 

VLOOKUP(key expression,range [.offset]) 

VLOOKUP performs a vertical table lookup in which an input value is 
compared to a column of comparison values, and a result, based on that 
comparison, is taken from either the very next column or the column 
specified as the offset. Here is a simple example of how VLOOKUP 
works. It takes an input food in cell Bl, and looks up the appropriate herb 
in the range D1:E7. The VLOOKUP formula 
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VLOOKUP (Bl ,D1 :E7,1) 

is entered into cell B2, and that cell is where the result appears. 
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1<—A— 

-><-B-><c><-D-- 


lFood?: 

Fish Beef. 

Thyme ' 

iUse: 

Parsley Chicken 

Basil 

1 

Fish 

Parsley 

1 

Lamb 

Rosemary 

i 

Potatoes 

Mint 

l 

Spaghetti 

Oregano 

1 

Turkey 

Sa 9 e 


The column offset in the VLOOKUP formula shown in the example above 
is 1, so the result is taken from the first column to the right of the first 
column of the table, column E. An offset of 1 is understood, and could be 
left out of the formula, as in: 

VLOOKUP (B1,D1 :E7) 

An offset of 2 would take the result two columns over, to column F in the 
example. If the offset is 0, the result is taken from the first column, column 
D in the example. 

If the input value lies between two comparison values on the first column 
of the table, VLOOKUP uses the smaller of the two lookup values, and 
takes the result from that row. In the example above, if the label "Lasagna" 
were entered into cell Bl, the result would be taken from the row 
corresponding to "Lamb"; "Rosemary". Likewise, if "Fajitas" is entered, 
"Basil" is the result. If the greater of the two comparison values is needed, 
use the TABLE function instead. 

If the input value is smaller than the first comparison value, ERR is the 
result. For this reason, it’s a good idea to always place an extremely small 
value as the first value in the table. On the other hand, if the input value 
is larger than the largest comparison value, the result will be taken from 
the row containing the largest value. 

The input to VLOOKUP can be numeric as long as the row of comparison 
values on the first column of the table are numeric as well. These two data 
types must match, otherwise strange results will occur. 

TABLE(row key,column key,range) 

TABLE is an extremely powerful function that is exclusive to Spreadsheet 
IC Card. It is similar to HLOOKUP and VLOOKUP but allows true two- 
dimensional decision making. 

TABLE accepts two input keys. It looks up those inputs on a range, or 
table, of possible results. It finds the first input (row key) on the left edge 
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of the range, and the second input (column key) on the top edge of the 
range. TABLE then returns the value located at the intersection of the 
found row and column. 

The row and column keys can each be an expression, cell reference or 
number. The result can be a label or numeric value. The look-up values 
along the top and left side of the range must be in ascending order. 

This example uses two TABLE formulas; Bl and A3 are the input cells for 
the first, Bl and A4 for the second. The table of possible results is the 
range A6:C11. 



— >< - b—— 


IState?: 

Alaska 


4 

^Capital 

Juneau 


111 Abb reviationAK 


6 

Abbreviation 

Capital 

7Alabama 

AL 

Montgomery 

8Alaska 

AK 

Juneau 

iiiArizona 

AZ 

Phoenix 

lOArkansas 

11 

AR 

Little Rock 


These are the formulas, contained in cells B3 and B4 respectively: 

TABLE(BIA3A6:C11) (for the Capital) 

TABLE(B 1 /\4A6:C11) (for the Abbreviation) 

The first formula takes the input from cell Bl, "Alaska," and from cell 
A3, "Capital," and looks on the table. It looks across from "Alaska,” in 
row 8, and down from "Capital," in column C, and returns the result, 
"Juneau," from cell C8. The second formula finds the state abbreviation 
in a similar manner. It uses the input from A4, "Abbreviation," to return 
the result "AK," from cell B8. 

Observe that the upper left corner of the table (cell A6) is blank. The 
upper left corner must be blank to prevent an answer from matching it. 
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Things to remember about TABLE 

1) The top-left comer of the table must always be blank. 

2) The lookup values in the top row and left column can be either numbers or 
labels, as can the results. However, if the input is a label, mimbers are 
ignored in the matching process; if the input is a number then labels are 
ignored. 

3) All top and left-edge table entries must be in ascending order, either 
alphabetically or numerically. The rest of the table can be in whatever order 
an application requires. 

4) Although it is optional, it is a good idea to put a "sentry" at the end of the 
top row and left column. This will prevent an erroneous input from mnning 
off the end of the table, causing an error (ERR). 

5) If inputs are labels, they can be partial matches to the answers, either 
uppercase or lowercase. 

6) Any input that falls between two answers will result in the next greater 
answer. This is true alphabetically with labels and numerically with 
numbers. 


Financial Functions 

Financial functions in Spreadsheet IC Card include: FV, IRR, MIRR, NPV, 
PV and PMT. These functions are used to calculate the values used in 
mortgages, loans, annuities, to determine the relative values of dollar amounts 
at different points in time and to compare the attractiveness of investments. 

FV(payment,rate,term) 

The FV function is used to calculate the Future Value of an Annuity (a 
series of equal payments made at equal intervals of time). FV requires 
three parameters: payment amount, interest rate and number of payment 
periods. 

A monthly contribution of $20 into a savings account yielding 8% interest 
over a period of 10 years would be worth: 

FV(20,.08/12,10*12) = $3658.92 



IRR(estimated rateprange of payments) 

The Internal Rate of Return or IRR, is the interest rate at which the Net 
Present Value (NPV) of an investmentis zero. The functionIRR estimates 
the rate of return of an investment based upon a series of evenly timed 
cash flows, either positive (incoming) or negative (outgoing). 

IRR suffers from two deficiencies—first, it can yield more than one 
mathematically correct result, and second it assumes that risk yields and 
safe yields are equivalent. The MIRR function can be used to avoid these 
problems. 

MIRR(risk rate,safe rate,range of payments) 

The MIRR (Modified Internal Rate of Return) function is used to estimate 
the profitability of an investment base upon a series of evenly spaced cash 
flows. MIRR overcomes several shortcomings of IRR, one of which is that 
IRR can return more than one answer (that is, the answer depends on the 
number of changes in the sign of the cash flow). MIRR requires three 
arguments: risk rate, safe rate and range of payments. 

NPV(rate,range of payments) 

The function NPV determines the Net Present Value of an evenly spaced 
series of future cash flows, when they are discounted by a given interest 
rate per period. NPV requires two arguments: interest rate and range of 
payments. 

With NPV, cash can flow in two directions: outgoing cash flows are 
entered as negative numbers, incoming cash flows are entered as positive 
numbers. If there are any blank cells in the range, they are treated as 
zeros. 

To get the actual NPV, add the initial outlay to the value returned by NPV. 
The NPV function works in a slightly awkward way in order to maintain 
Lotus 1-2-3 compatibility. 

NPV is more versatile than Present Value (PV) function because it allows 
the evaluation of a series of cash flows that are not equal (PV does not). 

Suppose you invested 
$15,000 in drilling 
costs for an oil well, 
and three months later 
another $5,000 in 
completion costs. To 
pay for these costs, 
you borrowed from the 
bank at a fixed interest 


1<-A->< 

-B-> 

^Drilling 

-$15,000.00 

^Completion 

-$5,000.00 

IProduction 1 

$7,900.00 

^Production 2 

$7,300.00 

IProduction 3 

$7,200.00 

O - 

|NPV of Deal 

$669.78 


78 


79 



















Cha£ter6^Wrife£Fomiu]as 


Chapter 6: Writing Formulas 


rate of 12% per year. In the following three calendar quarters, you 
received royalties of $7,900, $7,300 and $7,200. The formula for the NPV 
would be: 

NPV(.12/4,B2:B5)+B1 
PV(payment,rate,term) 

PV returns the Present Value, or current value in today’s dollars, of an 
ordinary annuity (a series of equal payments made at evenly spaced 
intervals). PV is used to solve for the principal on a loan when you know 
the payment amount, interest rate and number of payments. 

A monthly payment of $20 on a loan at 8% interest over a period of 10 
years has a present value of: 

PV(20,.08/12,10*12) = $1648.43 

PMT (principals ate,term) 

PMT returns the Payment per period on a loan, assuming a constant 
interest rate and evenly spaced periods. PMT requires three arguments: 
principal, interest rate and number of payment periods. 

For a loan of $2,000 at 10% interest over 8 years the monthly payment 
would be: 

PMT(2000,.10/12,8*12) = $30.35 

Statistical Functions 

These types of functions perform calculations on a list of values. Each list can 
be composed of actual values, cell references or ranges. Items in the list can 
also be expressions containing values, operators or cell references. The 
statistical functions are: AVG, COUNT, COUNTA, MAX, MIN, STD, SUM 
and VAR. 

AVG (range and expression list) 

AVG is used to determine the average of a list of ranges, cells and 
expressions. The average of a range of cells is calculated by adding all the 
values in the range and then dividing the total by the number of values 
counted. The range can be a single cell or multiple cells. Examples: 

AVG(A1:F9) AVG(Z1A1:F9) AVG(A1,LN(9)) 

Note: A cell in a range that contains text or that references a cell with text is 
not counted in AVG calculations. Nor are blank cells. 



COUNT(cells or ranges) 

COUNT returns the number of cells containing values in a specified list. 
COUNT counts all cells that hold numbers, cell references and formulas 
that evaluate to numbers, even if their value is zero. The function doesn’t 
count cells in a range if the cells are blank, contain a label, or reference 
a cell that is blank or contains a label. For example, if cells A1 and A2 
were empty, the formula COUNT(Al:A2) would evaluate to 0, but 
COUNT(Al,A2) would evaluate to 2. This is because every reference to 
a single cell counts as 1 but only occupied cells in range references are 
counted. Examples: 

COUNT(AlA5) COUNT(Al) COUNT(Al:A5,D4) 

COUNTA(cells or ranges) 

COUNTA is a function similar to COUNT. COUNTA counts All cells that 
are occupied, whether they are numbers, formulas or labels. Examples: 

COUNTA(Al :A5) COUNTA(Al:A5,D4) 

MAX(ceIls or ranges) 

MAX returns the largest value in the list of references specified. The list 
can include cell references, range designations, numbers or expressions. 
Examples: 

MAX(C4A1:A4) MAX(A1A2A3) MAX(A1,B23*3) 

MIN(cells or ranges) 

MIN returns the smallest value in the list of references specified. The list 
can include cell references, range designations, numbers or expressions. 
Examples: 

MIN(C4A1A4) MIN(A1A2A3) MIN(A1,B2,3*3) 

STD(cells or ranges) 

STD is used to determine Standard Deviation. STD measures the degree 
to which individual values in a list deviate (or vary) from the average of 
the values. The list supplied to the STD function can be cell references, 
ranges, expressions or values. Examples: 

STD(C1,C2) STD(C1:C4,C5) STD(C1:C2,C4:C5) 

VAR(cells or ranges) 

VAR calculates the population variance of a list of values, which can be 
actual numbers, expressions, cell references or ranges. Examples: 

VAR(C1 ,C2,C3) VAR(C1:C4,C5) VAR(C1:C2,C4:C5,9) 
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Miscellaneous Functions 

Spreadsheet IC Card provides the following functions that don’t fit into any 
of the other categories. Some are constants, others are used to test for error 
conditions and missing data. Miscellaneous functions: ERR, FALSE, ISERR, 
ISNA, NA, NOT, NULL, REF, TRUE and VERSION. 

ERR 

ERR, when entered into a cell, explicitly produces an error condition.ERR 
has no numeric value. Whenever a formula elsewhere in the sheet refers 
to a cell with ERR, the ERR will be passed on and becomes the result of 
that formula. 

FALSE 

FALSE is a function that always equals zero (0) in Spreadsheet IC Card. 
FALSE is the opposite of TRUE. Sometimes the word FALSE is more 
meaningful in formulas, and many people like to use it instead of zero. 
Examples: 

IF(A1 > 1,TRUE,FALSE) IF(A1 = FALSE,TRUE,FALSE) 

ISERR(ceU reference) 

ISERR tests a single cell reference for an error condition. If ERR is 
found, it returns the value TRUE, otherwise it returns FALSE. Example: 
ISERR(A1). 

ISNA(cell reference) 

ISNA tests a single cell reference and returns TRUE if that cell contains 
the entry NA, FALSE if not. It corresponds to NA in the same way that 
ISERR corresponds to ERR. Example: ISNA(A1). 

NA 

NA returns the value NA, Not Available. Use it to set up formulas when 
you don’t have all the numbers. You can plug them in as you find them, 
but any formula dependent on a cell that contains NA will evaluate or 
calculate to NA. 

NOT(expression) 

NOT is a function that reverses the true/false result of a comparison 
expression. For example, if you enter 10>15 you’ll get a FALSE result (0). 
If you enter NOT(10>15), you’ll get a TRUE result (-1). 


NULL(list) 

NULL is used to test a cell, range of cells or a list of cells and ranges to 
see if they are empty. If any cell in its list has contents, whether number, 
label or formula, NULL returns FALSE. If all cells are blank, NULL 
returns TRUE. Example: NULL(A1 :A5AlOrAl 1A15) 

REF(filename,ceU reference) 

This is the only 3-D function provided by Spreadsheet IC Card. It allows 
you to reference a cell in a different spreadsheet file. Filename is the 
name of the spreadsheet file to be referenced. Cell reference is the cell 
referenced in the subsidiary spreadsheet. More than one 3 -D reference can 
be made in a single cell. If you press I 3D-DOWN I while on a cell 
containing more than one 3-D reference, Spreadsheet IC Card will show 
a list of the possible subsidiary spreadsheets for you to select from. (For 
more information please see Chapter 11: 3-D Features ) Note: If a Copy, 
Move, or Sort function is executed or a row or column is Inserted or 
Deleted when using the REF function, the cell reference number specified 
will change unless the REF cell reference is absolute. For this reason, 
absolute references should always be used in REF functions. Examples: 

REF(BUDGET,$A$1) REF(COST,$A$2) REF( SALES,$A$10) 

TRUE 

TRUE is a function that always equals negative one (-1) in Spreadsheet IC 
Card. TRUE is the opposite of FALSE. Sometimes the word TRUE is 
more meaningful in formulas, and many people like to use it instead of (- 
1). Examples: 

IF(A1 > 1,1'RUE,FALSI:) 11(A1 = FAl.SE.TRUi:,FALSI-:) 

VERSION 

VERSION is a function which returns the version number of Spreadsheet 
IC Card which is currently being used. To use VERSION simply type 
VERSION into a cell. The version number of your copy will appear in that 
cell. 
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Chapter 7: Formatting 

Cell formatting is specifying how you want cells to be displayed, so that they 
appear the way you want them to appear on the screen. Simply stated, cell 
formatting lets you have different display "looks" for various types of cells. 
This gives your spreadsheet a professional and finished appearance. 

All entries can be formatted using the Range Format feature. 

1. Format Values lets you choose such display characteristics as number 
of decimal places, commas on thousands, whether to show: dollar signs, 
positive (+) signs, negative (-) signs and zeros. 

2. Format Labels lets you choose to display labels as justified flush left, 
flush right or centered. Or to have a single or multiple character 
sequence repeat across the cell (like maybe a dash -—). 

3. Format Show lets you decide what cell entries (numbers, labels, 
formulas) you want displayed. 

You can also change the format of the entire sheet at once by changing 
Global Format settings. The settings are the same, the only difference is that 
you do not select a range during this type of formatting. Global formatting is 
discussed in full detail in Chapter 4: Set Up Options. 

Formatting Values 

Value formatting covers both numbers that you enter and values that are 
computed or calculated by formulas. For example, you might want to format 
some numbers to appear as dollars, like $87.00, and others to appear as 
integers like 14. With Format Values, there are seven format settings to 
choose from. 



1. Decimal Places 

This lets you specify the number of decimal places shown on the right 
of the decimal point. The default setting is 2, but you may specify any 
value from 0 to 12 decimal places. If you want just the whole number 
(or integer) portion of the number to display, specify 0 places. 
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AS-~ — C — D ~ A* r 

1 ' ' 0 w: '" '' V 

i 1.0 

1 2.00 

4 3.000 

5 4.0000 

6 5.00000 

¥** 6.000000 __ 

Remember that this setting does not affect the actual value of the cell 
for calculation purposes, only the displayed value. For instance, the value 
1.25 would still calculate as 1.25 even if displayed as 1 (zero decimal 
places). _ 

Regardless of how many decimal places are displayed, Spreadsheet IC 
Card internally keeps all values in 10-place accuracy. If you want a 
number rounded off to a specific number of places and the unused 
places discarded, see the ROUND function in Chapter 6: Writing 
Formulas. 

2. Show plus (+) 

Normally, positive values do not show plus (+) signs because it is 
understood that any value without a negative (-) sign is either zero or 
a positive number. However, in some applications it is more descriptive 
to have both + and - signs shown. Selecting (Y) for ”+ signs" formats 
cells to include a (+) before positive values. 



3. Showing Signs 

You can select how and where the sign of the number is to be displayed: 
whether the sign is to be leading the number, trailing the number or 
whether negative numbers are displayed inside of bracketing characters. 

The default is Leading Sign (L), where signs are shown on the left of 
the number. 
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Trailing Signs (T) show signs on the right. This is a style sometimes i 
used in financial reports and Profit & Loss studies. 

Brackets (() show negative numbers in parentheses, financial statement 
style. 

4. $ signs 

You can choose whether or not to have leading dollars signs ($) before 
number values. The default for this option is No (N). To have dollar 
signs displayed in front of numbers, select Yes (Y). 


L<"~~A- 

1 

1 $300.00 
1 $98.43 

1 $0.50 

i -$io.oi 
6 
7 


><—B ><—C-><—D-><—E—] 


5. Commas for thousands 

You can choose whether or not to use commas to denote thousands 
places. The default option for this is to show commas, Yes (Y). 


i 

i 

4 

I 

i 

ii 


1,000 
10,000 
100,000 
1 , 000,000 
10 , 000,000 
100 , 000,000 


'**’**!> <r *** *** Q ***— *** ***■ *** X)** > <c ***] 
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6. Percentage 

You can choose whether or not the number is shown as a percentage. 
The default option for this is No " N." This can be confusing to some 
people. For example, the number 4 expressed as a percent is 400%. 4% 
must be entered as .04, and when displayed as a percent will show as 

4%. 

1<-A->< — B-><—C->< — D-X- 

1 

2 100 . 01 % 

i 99.99% 

4 0.0% 

1 0 . 0001 % 

6 

I" " _______ 

While percentages aren’t really numbers in themselves (they’re actually 
ratios), it sometimes makes sense to display them that way. To show a 
number as a percentage Spreadsheet IC Card merely multiplies the 
number by 100, and puts a percentage sign on its right. 

Decimal place changes are not affected by Percent set to Yes, but again 
you could be confused here because .007 as a percent shows as .7%, but 
if decimal places were set to 0 that would be rounded up to 1%. 

7. Suppress cells with zero 

Cells that contain the value zero can be formatted to show a blank cell 
by selecting (Y) for "0 Suppress." It is sometimes helpful to visualize 
cells that contain zeros as having no value. The default setting, (N), does 
not suppress the value in cells that contain zeroes, while setting (Y) 
displays those cells as blank. 
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Steps—Value Formatting 

1. Select the range you want to format and press 


<Format Menu> 

1 Values 

2 Labels 
§ Show 


2. Select Values by moving the widebar and pressing I ENTER"! or by 
typing 1. 

3. Move the wideba r over the ite m you want to change. Type in the change 
directly or press | SPACE - ! , [►] or Q to toggle through the possible 
choices. Press I ENTER 1 to format the range. 


<Format Values> 

1 - places :;S *v '.'•2 

! + 

i : - signs L 

1 $ signs N 

§ , for thsnd Y 

6 % Percent N 

_ 1 0 suppress N _ 

• See "Changing the number of decimal places in a range" in Lesson 4. 

Formatting Labels 

Positioning labels is a matter of personal taste. You can arrange the 
spreadsheet in the style that is the most attractive to you. Text is normally 
positioned on the left of the cell. You may want the text to be displayed right 
justified, or perhaps centered. Or you may want to fill all the places in a cell 
with repeating copies of a single character or series of characters (filled). 
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1. Left 

When you enter a label into a cell, it will appear starting at the left edge 
of the cell. The text is said to be positioned, or justified, against the left 
edge of the cell, or left justified. If the text has fewer characters than the 
width of the cell, then there are blanks, or spaces, on the right side of 
the text over to the right edge of the cell. Left justified is the default 
specification for a label. 

2. Centered 

Centered, or center justified, means that the label is positioned in the cell 
equally spaced (if possible) from the left and right edges. If the label is 
as wide as or wider than the cell, then centering will have no effect. 
Centering is sometimes appropriate for column labels. 

3. Right 

Right justified means that the text is positioned against the right edge of 
the cell. Right justified gives a nice look to a label at the head of a 
column of numbers, since numbers are automatically right justified. 

4. FiUed 

Filled means that whatever you put in the cell will be repeated across the 
width of the cell, so that the cell will be filled entirely with whatever 
character or characters you put in it. A filled cell is useful for placing 
horizontal lines across your spreadsheet. 


Two Ways to Position Labels 

There are two ways to specify the position of labels in their cells. 

l)It can be done just for a single cell by typing a signal character at the 
beginning of the label. 


2) It can be done using menus to specify the label position for an entire range. 
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To position or fill a cell using the signal method is simple. Type in the 
appropriate signal character before the label you want formatted. 

If you want one of the four signal characters to appear in the cell as the first 
character, then you’ll need to put another signal character as the first 
character in the cell. For example, if you want a quote mark to appear as the 
first character in a label, type an apostrophe (’) as the first character. The 
apostrophe will force Spreadsheet IC Card to treat the quote mark as a 
character rather than a signal character. 

In a similar manner, you can have numbers appear as labels by inserting a 
signal character as the first character. For example, to make the number 2001 
appear as a label type ’2001 into the cell. Just like labels, you can right, center 
or left justify (and fill) using signal characters. 

Range Formatting for labels is similar to using signal characters, except that 
the menu lets you assign a label format to a cell or range of cells, either 
before or after the label is entered, instead of assigning a label format to each 
label before typing it. 

Steps—Range Formatting 

1. Select the range you want to format and press I FORMAT I . 

2. Select Labels by moving the widebar and pressing I ENTERl or by 
typing 2. 


<Forinat Menu> 

1 Values 

2 Labels 

3 Show 


3. Select th e label form atting option you want by moving the widebar and 
pressing 1 ENTERl or typing in the number (1-4) that is next to the 
item. 


<Format Labels> 

1 Left 

2 Right 

3 Center 

4 Fill 


• See "Positioning Labels" in Lesson 3 for an example. 

Format Show 

The Format Show menu allows you to control what kind of cell entries are 

shown in a specified range. There are three different options to choose from: 

Values, Formulas and Blank. 

1. Format Show Values is the default setting. Cells that contain labels are 
shown, as are results from cells that contain formulas. 

2. Format Show Formulas shows, in cells with formulas, the actual formula 
as typed in, not the result. For example, in a cell with the formula 
SUM(1,2,3) wouldn’t show the result (6) but rather the actual formula 
as it was written. 

3. Format Show Blank shows a range of cells as blank. This is useful for 
concealing notes to yourself or other information that you don’t want 
displayed. 

Steps—Using Format Show 

1. Select the range you want to format and press I FORMAT 1 . 

2. Select Show by moving the widebar and pressing I ENTER"] or by 
typing 3. 


<Format Menu> 
i Values 
W Labels 
3 Show 
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3. Select t he formattin g option you want by moving the widebar and 
pressing I ENTER"! or by typing the number (1-3) that is next to the 
item. 


<Format Show> 

1 Values 

2 Formulas 

3 Blank 


Setting Cell Widths 

Often when entering labels or number, you will find that you need to change 
the width of the cell, or cells in the column, where the text is contained. 

Column width can be as little as 0 characters, or as much as 254 characters, 
although this would mean that only part of the cell would appear on the 
screen. 

There are two ways to use the I COLUMN WIDTHl key: 

1 )You can change the width of a single column. 

2)You can change the width of many columns. 

Steps—Changing the width of one column 

1. Position the widebar on any cell in the column you wish to change. 

2. Press I COLUMN WIDTH I . 


1<A><-B- 

—> <—c— 

lApp 


2.0'ra 

20 

liGra 

14 

4Lem 

11 

liNec 

19 

l:Ban 

30 

Width: 3 



3. At this point you can do four things: 

1) Accept Spreadsheet IC Card’s suggested width by pressing I ENTER! . 

2) Enter in any number from 0 to 254 as the new width. 

3) Use the arrow keys and I ENTERl to change the width. 

4) Press I COLUMN WIDTH I again to review the former width. 

• See "Resizing a column" in Lesson 4 for an example. 

Steps—Changing the width of many columns 

1. Position the widebar on the leftmost cell in the group of consecutive 
columns you wish to change. 

2. Press I RANGE SELECT I to anchor the range and stretch the 
widebar to include at least one cell in each column to be changed. 

3. Press 1 COLUMN WIDTHl and select the width you want for all the 
columns in the range using one of the four methods explained above. 

When a cell is too narrow to display a number in the standard format, 
Spreadsheet IC Card automatically displays the number in engineering 
notation. For instance, 1,454,100 might show as 1.5E+6. 

When a cell is too narrow even to display a number in engineering notation, 
Spreadsheet IC Card will display number signs in the cell. For instance, if the 
column width were set to 3, the number 1,454,100 would be displayed as 
###. In order to see a number that has been displayed like this, expand the 
column width or edit the cell. 


To hide a column, simply select 0 as the column width. To reveal a column, 
define a range spanning hidden columns and select a new width. 


Setting Titles 

When a spreadsheet is being built, one or more top rows and leftmost columns 
can be reserved for headings—known as Titles. The titles can be labels (or 
numbers) that help organize the information in the spreadsheet, such as 
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months or years or financial categories. Titles can run horizontally, vertically 
or both. 

The I SET TITLE I key prevents the rows and columns containing titles 
from scrolling off the screen as the widebar is moved to the far edges of the 
spreadsheet. Because the titles are "locked" into place, they will always remain 
on the screen, making it easy to position and align data correctly in a 
spreadsheet. 


Steps—Setting Titles 

1. First, design the rows and columns of titles to be used. Type the titles 
into the cells carefully, because these cells cannot be edited once titles 
have been set. 

2. With the titles in their proper cells, position the widebar cursor in the 
cell at the upper left corner of the portion of the spreadsheet that is to 
remain active. For example, if row 1 and column A are to be locked, 
position the widebar on cell B2. 

3. Press I SET TITLE I to lock the titles into position. 

4. To "unlock" the titles, simply press I SET TITLE I again. 

• See "Setting Titles" in Lesson 5 for an example. 

When setting left-hand titles on the 16-column screen, you must adjust the 
width of one or more columns so that your title column and any data column 
can fit on the screen together. Titles would be pointless if you couldn’t view 
the data they refer to. Thus you will be unable to set a title unless at least two 
columns can be viewed on one screen. To accomplish this, make your title 
column or all of your data columns smaller. 

Viewing Actual Cell Contents 

The actual conte nts of any cell can be vie wed by moving the widebar over the 
cell and pressing 1 CELL EXPAND! . The contents of the cell are shown 
without any format ting and can be edited like a memo. Press 
1 CELL EXPAND - ! again to return to the spreadsheet. You can also use 
I SHIFT"! I EDIT 1 to view a cell’s contents on the cell edit line. 
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Chapter 8: Copying, Moving, Inserting and 
Deleting 

Copying and Moving: Two Methods 

1 COPY I and I MOVE I allow you to move data around in the spreadsheet. 

I COPY 1 makes a duplicate of the ran ge selected and lets you place the 
duplicate anywhere you want. I MOVE 1 cuts or removes a range from the 
spreadsheet and lets you place the cut range anywhere you want. Spreadsheet 
IC Card gives you two different ways to Copy and Move: 

1. The Clipboard Method 

The Clipboard is a temporary holding place, which holds copied or 
moved data until you are ready to insert or "paste" the data back to the 
spreadsheet. 

2. The Lotus 1-2-3 Method 

If you’ve had experience using Lotus 1-2-3 or have gone through the 
tutorial at the beginning of this manual, you should be acquainted with 
the Lotus method of copying and moving. Directly after copying or 
moving a range, Spreadsheet IC Card will prompt you to select a 
location to copy or move the data to. Once the new location is selected, 
press I FMTBRl and the data is inserted at the location you want. 

The Clipboard method is more versatile than the Lotus method since you 
don’t have to "paste" the range immediately after copying or moving it. Also, 
the Clipboard method lets you copy or move between spreadsheet files and you 
can even paste multiple copies of a single range. However, if you feel more 
comfortable using the Lotus method, go right ahead. Either method can be 
selected in the Set Up Menu ( See Chapter 4: Set Up Options). The default 
method is Lotus. 

Copying 

Like all range features, you can either define the range first then select the 
action, or select the action then define the range. 

To copy using the Clipboard method,press I RANGE SELECT | to anchor 
the range, stretch the widebar over the r ange you w ant and press I COPY | . 
Or, using the action/range method, press I COPY ] , stretch the widebar over 
the range you want and press I ENTER"! to copy the range into the 
Clipboard. 

To use the Lotus method, move to the first cell in the range you want copied 
and press I COPY 1 to anchor the range. To copy, stretch the widebar over 
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the range you want and press f ENTER 1 . Then, move the widebar to another 
location and press I ENTER"! twice to insert the range. 

•See "Copying a range" in Lesson 5 for an example. 

Moving 

Like all range features, you can either define the range first then select the 
action or select the action then define the range. 

To move using the Clipboard method,press I RANGE SELECT! to anchor 
the range, stretch the widebar over the r ange you w ant and press I MOVE I . 
Or, using the action/range metho d, press I MOVE I , stretch the widebar over 
the range you want and press I ENTER! to move the range into the 
Clipboard. 

To use th e Lotus me thod, move to the first cell in the range you want moved 
and press I MOVE 1 to anch or the range . To move, stretch the widebar over 
the range you want and press f ENTER - ! . Then, move the widebar to another 
location and press I ENTERl twice to insert the range. 


Inserting 

When you are not in editing mode, 
alternatives to select from: 


gives you four powerful 


1) You can insert the current contents of the Clipboard as Formulas. 
Spreadsheet IC Card will automatically readjust the formulas’ cell 
references to reflect the change in position. 

2) You can insert the current contents of the Clipboard as Text. If there are 
any formulas in the contents of the Clipboard, the results of the formula, 
rather than the formula itself, will be inserted at the selected position. 

3) Insert can be used to put blank Rows into a spreadsheet. 

4) Insert can be used to put blank Columns into a spreadsheet. 

All four of these options can be used when either the Clipboard method or 
the Lotus method of copying and moving has been selected. 

Inserting Formulas inserts the actual cell contents from the Clipboard into 
the selected range. Relative cell references in formulas are modified to reflect 
the new location of the formula. If the last Clipboard operation was Move, all 
references to the moved range are fixed to point to its new location, and no 
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references in the newly inserted range are adjusted. Subsequent pastes 
behave the same way whether the clipboard was filled using Copy or Move. 

Steps—Inserting Formulas 

1. Position the widebar where the inserted range should start. 


2. Press I IRS I and select Formulas by moving the widebar and pressing 


or by typing 1. 


<Insert Menu> 

1 Formulas 

2 Text :: 

H Rows 

4 Columns 


Inserting Text is like typing into a spreadsheet the data that has been placed 
in the Cbpboard. When the CUpboard is inserted as text, Spreadsheet IC Card 
does its best to convert the amorphous lump of text into a neat and tidy 
row/column spreadsheet form. These are two rules that Spreadsheet IC Card 
uses while pasting text: 

1 )Start a new row at the end of each line of text. 

2)Start a new cell whenever more than two consecutive spaces are found. 

These two rules break up the Clipboard into cell sized chunks. Note that rule 
2 means that what used to be two cells in the original copy, can become one 
cell in the pasted copy if only one space separated the two cells on the screen. 
Similarly, two cells separated by any number of empty cells become adjacent 
in the inserted copy. 

Steps—Inserting Text 

1. Position the widebar where the inserted range should start. 

2. Press the I INS I key and select Text by moving the widebar and 
pressing rENTERl or by typing 2. 
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<Insert Menu> 

1 Formulas 

2 Text 

3 Rows 

4 Columns 


Insert can also be used to put blank rows or columns into a spreadsheet. 
When rows are being inserted, all rows below the current widebar location are 
moved down. When columns are being inserted, all columns to the right of the 
current widebar location are moved to the right. 

All formulas containing cell references or ranges will be automatically 
modified to continue referring to the correct cells. This is true even for 
absolute references, which remain absolute only if they are copied or moved 
and then inserted, not when rows or columns are inserted. 


Although the following instructions are for Insert Rows, Insert Columns 
works in a similar way. 

Steps—Inserting Rows 

1. Move the widebar to the cell where a row is to be inserted. 

2. Press I RANGE SELECT 1 and 1 INS I to move into the Insert 
Menu. Move the widebar over Rows and press I ENTER! or type 3. 
A blank row appears. 


<Insert Menu> 
i Formulas 
| Text 
3 Rows 
i Columns 


• See "Inserting a blank row" in Lesson 5 for an example. 


Inserting Multiple Copies 

Replication is a term used for inserting multiple copies of a single range. 
Spreadsheet IC Card follows some simple rules when pasting into a range, 
depending on what is in the Clipboard, what shape the target range is and 
whether the last Clipboard operation was Move. 

1) If the Clipboard contains a single cell 

a. and the target range is a single cell, there is no replication. 

b. and the target range is a row, the cell is replicated across the row. 

c. and the target range is a column, the cell is replicated down the column. 

d. and the target range is a rectangular range, the cell is replicated 
throughout the range. 

2) If the Clipboard contains a column 

a. and the target range is a single cell, the column in the Clipboard is 
inserted once. 

b. and the target range is a row, the column is replicated across the row, 
the entire column being insened once per cell in the target range, filling 
a rectangular area the height of the Clipboard column and the width of 
the target row. 

c. and the target range is a column, only one copy of the column in the 
Clipboard is inserted. 

d. and the target range is a rectangular range, the column in the Clipboard 
is pasted as if only the top row of the target range had been selected. 
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Inserting Multiple Copies (continued) 

3) If the Clipboard contains a row 

a. and the target range is a single cell, the row in the Clipboard is inserted 
once. 

b. and the target range is a row, only one copy of the row in the Clipboard 
is inserted. 

c. and the target range is a column, the row in the Clipboard is replicated 
down the column, the entire row being pasted in once per cell in the 
target range, filling a rectangular area the width of the Clipboard row 
and the height of the target column. 

d. and the target range is a rectangular range, the row in the Clipboard is 
pasted as if only the left column of the target range had been selected. 

4) If the Clipboard contains a rectangular range, it is inserted only once, 
starting at the top left cell of the target range, regardless of the size and 
shape of the target range. 


Deleting 

When you are not in editing mode, I DEL I gives you four alternatives: 

1) You can erase a range from the spreadsheet. 

2) You can delete an entire row. 

3) You can delete an entire column. 

4) You can move the selected range to another location. 

Delete Erase is used to delete a range from the spreadsheet. Erase is different 
from Move in that it does n’t keep a copy of the deleted range in memory. To 
use, select a r ange, pres s I DEL I and select Erase. Using the action/range 
method, press | DEL I, select Erase, define the range and press I ENTER"! 
to delete the range. 


<Delete Menu> 

1 Erase 

2 Rows 

1 Columns 
| Move 


Delete Rows completely erases the specified row or rows from a spreadsheet. 
When rows are deleted, the formulas on the spreadsheet are updated to reflect 
the deletion and the new relationshipsamong the remaining rows. The contents 
of a deleted row are lost permanently. 

Delete Columns erases the specified columns from the spreadsheet entirely. 
When columns are deleted, all formulas are updated to reflect the changes 
made by the deletion. When columns are deleted, their contents are permanently 
lost. 

Steps—Deleting Rows and Columns 

1. Define the range of rows or columns to be deleted. When deleting rows, 
it is only necessary to select one cell per row. When deleting columns, you 
only need to select one cell per column. 

2. When the range is defined, press 1 DEL I and select either rows or 
columns to delete. 

Delete Move does the same thing as I MOVE I . See Moving at the beginning 
of this chapter for detailed instructions. 
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Chapter 9: Sorting 

The Sort feature is used to reorder a range of rows or columns into 
alphabetical or numerical order. Sort treats each row or column like an 
individual file in a file cabinet. Before the file can be placed in the proper 
order, it is necessary to tell Spreadsheet IC Card what consistent piece of 
information to sort on. 

Sort rearranges rows and columns into alphabetical or numerical order. If cells 
contain both alphabetic and numeric entries, they will be sorted with all the 
numeric values following the labels. A range can be sorted in Ascending 
order—from low to high, as in 1,2,3 and A,B,C—or in Descending order—from 
high to low, as in 10,9,8 and Z,Y,X. 

Spreadsheet IC Card’s collating sequence for labels is regular ASCII, except 
that lower case letters are treated as exactly equivalent to their upper case 
counterparts. 

When sorting rows, the cells in one of the columns are used as the basis for 
comparison in ordering the rows. Any of the columns could be used; it is not 
necessary to use the first column in the range being sorted. When sorting rows, 
the prompt "On Cell" is asking which column (by way of cell) is to be used 
when deciding the order of the rows. For example, the range A1:E20 could be 
sorted On Cell Bl. 

Sorting columns works in the same manner as sorting rows. The only 
difference is that On Cell is asking for a row (by way of cell) to be used when 
deciding the order of the columns. 

Although the following instructions are for sorting a column, sorting rows is 
accomplished in a similar manner. 


Steps—Sorting a Column 

1. Move the widebar to the first cell in the column to be sorted. 


2. Press I RANGE SELECT! to start selecting the range, and stretch 
the widebar to the end of the column(s) to be sorted. 

3. Press I SORT 1 to move into the Sort Menu. 


4. Select Rows by pressing 1 SPACE~I, 0 or 0 to toggle through the 


choices. When it appears, press I ENTER - ! 


' <Sort> " 

Rows or Cols:m|| 

Ascending or 
Descending:Asc 

Ion Cell: A1 


5. Select Asc by pressing I SPACE~1, 0 or 0 to toggle through the 
choices. When it appears, press I ElJTERl . 

6. The "On Cell" line will display "Al." To sort on that cell, press 
I ENTER~1 . To sort on a different cell, type in the cell reference you 
want, then press I ElJTERl . 

• See "Sorting a range" in Lesson 5 for an example. 


Collation Sequence 

Some facts about Spreadsheet IC Card’s sorting sequence: 

1) Case of label entries is ignored. 

2) Number entries are sorted after all label entries. 

3) Some special characters are sorted before labels (like #, % and @). 

4) Label positioning characters ) are ignored. 
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Spreadsheet IC Card provides a multitude of features for saving, loading and 
manipulating spreadsheet files. 

Creating a New File 

Creating a new file is simple. In the File Menu, select {New}. After being 
Prompted fo r the name of the file, type the name of the file and press 
CENTER I . F 

Steps—Creating a New File 

1. Press [FILE |. The File Menu will appear with the widebar positioned 
over {New}. 



2. Press I ENTER I or type 1. 

3- You will be prom pted to enter a new filename. Type the name, then 
press I ENTER I . 

• See "Creating a new spreadsheet" in Lesson 4 for an example. 

Naming a Spreadsheet 

Spreadsheet filenames can be composed of letters, numbers, certain symbols, 
and spaces. The filenames can be up to 11 characters in length; if you enter 
a longer name when creating a new file, any characters after the 11th will be 
ignored. Most symbols will not be accepted as characters in the filename. The 
following are all legal filenames: 

BOXES 
WINE LIST 
SALES 
PROFITS? 

Note:The filename must be entered in uppercase letters. 
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Once a file is either loaded or created, the filename can be viewed by pressing 
I SHIFT! I FILE I . The filename will appear on the bottom of the screen 
for a moment and then disappear. 

Saving a Spreadsheet 

The current spreadsheet will autom atically be saved if I FILE 1 is pressed, 
if a command center key ( 1 MEMO~T etc.) is pressed, or if the power is turned 
off. 

Loading a Spreadsheet 

Loading a spreadsheet is as simple as saving one. To load, press | FILE ] to 
move into the File Menu and select from one of the files. File selection can 
be accomplished two ways: 

1) Moving the widebar over the filename and pressing 1 ENTER | . 

2) Typing the number next to the filename. 

If there are more than seven files to choose from, you can page though the 
choices by using the arrow keys and/or search keys. 

Deleting Files 

Files can be deleted by moving the widebar over the name of the file and 
pressing I DEL I . Before the file is permanently deleted, you are prompted, 
DELETE Y/N. Pressing N at this point stops the deletion procedure while 
pressing Y will delete the file permanently. If a file that you are about to 
delete is referenced by another file through a 3-D link, Spreadsheet IC Card 
will alert you to files that would be affected by the deletion. (For more 
information see Chapter 11: 3-D Features.) 

Copying Files 

Files can be co pied using I COPY 1 . To copy, move the widebar over the 
filename, press I COPY 1 and enter in the name for the duplicated file. 

Renaming Files 

You can rename a spreadsheet file by pressing 1 CELL EXPAND I when 
the widebar is over the filename. Type in the new filename and press 
I ENTEB1 . 
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Making Files Secret 

Spreadsheet IC Card has a Secret function that allows you to "hide" a 
spreadsheet file or files. Any spreadsheet that is marked as Secret will not 
normally appear on the Files Menu, and so cannot be called up. Only by 
entering the correct password can a user cause Secret files to be displayed. 

Steps—Setting a Password 

1. On the Organizer’s keypad, press ISHIFTI and IsECRETI (the cursor- 
down key). 

2. You will be prompted to enter a password. Type a sequence of letters, 
numbers, and symbols up to seven characters—anythingyou thinkyou can 
remember easily. Once you’ve typed it, press [ENTERI . The display will 
briefly read "SECRET ON," then an [3] will appear in the status area 
of the display, indicating that the Secret mode is in effect. 

Steps—Changing the Secret Status of a File 

1. Press IFILEI to get the File Menu. 

2. Position the widebar over the name of the file you wish to protect. 

3. Press ISHIFTI and [MARK* I (the cursor-up key). 

4. The display will inform you of the file’s current status-either secret or 
not secret-and ask if you wish to change its status. Type Y or N. 

5. If Secret Mode is in effect, any files that have been protected will not 
be displayed. 

Steps—Turning the Secret Mode On or Off 

1. Press ISHIFTI and ISECRETI . If Secret Mode is off, you can turn it 
on by entering 1; you can also clear your password by entering 2 and 
your password. If Secret Mode is on, you can turn it off by entering your 
password. 

The Spreadsheet IC Card Secret function works in the same way as the 
Organizer’s Secret function. For more information, see "Using the Secret 
Function" in the Organizer Operation Manual. 

Note:When checking the memory capacity, the number of secret files 
on the Spreadsheet IC card will be included even if QD is displayed 
or not. 
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Perhaps the most exciting innovation of Spreadsheet IC Card is the 3-D 
feature. Three-D gives Spreadsheet IC Card the remarkable ability to link 
many spreadsheets together into a system, and for those spreadsheets to share 
information with each other using simple formulas called 3-D references which 
Spreadsheet IC Card automatically writes for you. The size of the 3-D model 
you can build is limited only by available memory. 

Spreadsheet IC Card allows both "top down" or "bottom up" construction 
methods. When a system is designed from the top down, it proceeds logically 
down, giving more detailed information as needed. But, sometimes you have 
the more detailed information avail able first. With bottom up construction,you 
can assemble your raw or subordinate data in a top level spreadsheet. 

Remember that every cell on any Spreadsheet IC Card spreadsheet can 
contain a complete other spreadsheet. A value or label from the sheet below 
is shown in the cell it is linked to above. You move rapidly among connected 
spreadsheets by simply moving to the cell you want more detail on and pressing 
1 3D-DOWN I . Even complex systems are easy to manage, because moving 
between sheets is just as easy as moving to a different cell. 

The structure of a group of spreadsheets that are linked to each other is 
hierarchical. The structure is like a pyramid, with one main spreadsheet 
controlling lower-level sheets. The highest spreadsheet is the level 1 
spreadsheet. Any spreadsheets that it refers to are on level 2, and there can 
be as many second-level references as you want. Level 2 spreadsheets can have 
references to other, third-level spreadsheets, and so on. There’s no effective 
limit to the number of spreadsheets on any level, and you can create up to 255 
levels. 

Steps—Creating a 3-D Link 

1. Put the widebar on the cell where you want to make the link and press 
I 3D-DOWNH . 

2. After pressing I 3D-DOWN I. you should be in the File Menu. At this 
point you can do one of two things: select an existing spreadsheet or 
create a new spreadsheet to make a link with. 

To sel ect an existin g file, move the widebar over the file you want and 
press 1 ENTER - ! or type the number next to the filename. To create 
a new spr eadsheet, move the widebar over {New} and press 
1 ENTER~1 or type 1, then enter the filename you want. 
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3. To complete the link, move the widebar to the cell on the subordinate 
sheet where the link is to be made and press I 3D-UP~1 . 

4. The value (if any) from the subordinate spreadsheet should be shown 
in the upper-level spreadsheet. 

Note: The following w ill be displayed according to the specified cell 
contents before pressing 1 3D-DOWN I . If the cell is blank, the new file 
creation to be linked with will be displayed. If the cell is a numeric value, 
an error will occur. If the cell is a character string, the spreadsheet will 
be linked with the file named in the character string. If the file does not 
exist, the new file creation to be linked with will be displayed. 

• See "Linking a subordinate spreadsheet" in Lesson 6 for an example. 


Level Indicator 

As you move through a 3-dimensional structure, the spreadsheet level 
indicator in the top left corner of the screen changes to reflect what level 
you are currently on. 


Moving through a 3-Dimensional Structure 

After links have been made, moving through a 3-D structure is a piece of cake. 
To move to a lower-level spreadsheet, move the wideba r to the cell linked with 
the lower-level spreadsheet and press I 3D-DOWN I . To move to a higher- 
level spreadsheet, mo ve the wideb ar to the cell linked with the higher-level 
spreadsheet and press I 3D-UP1 . It’s that easy! 


3-D Outline 

The 3-D Outline feature enables the user to view the relationship between 
spreadsheets connected by a 3-D link. Using the widebar you can instantly 
open any subordinate spreadsheet without having to open its parent 
spreadsheet first. 

Steps—Using 3-D Outline 

1. Press IFILE1 to bring up the files menu. 
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2. Select a spreadsheet from the Files Menu. 



i 

§ 

<FILES> 

{New} 

PROJECTS 

IK 

i 

INVENTORY 

2K 

4 

NORTHERN 

IK 

5 

OVERVIEW 

IK 

| 

CENTRAL 

IK 



3. Press I 


to view the 3-D Outline Screen. 


4. You can use the arrow keys to scroll to other portions of the outline. 

5. Move the widebar to the spreadsheet you wish to open. Press IENTEF 
and the spreadsheet will appear. 


iOVERVIEW 
2SALES 

INORTHERN 
iCENTRAL 
^SOUTHERN 
^PROJECTS 
: :: 3 WIDGETS 


<3-D Outline> 



Referenced File Deletion Warning 

Any given spreadsheet can be 3-D linked to a number of other spreadsheets, 
affecting the results of those others if changes are made to it. Thus, deleting 
a spreadsheet that is referenced by several others has the potential for being 
catastrophic. The Referenced file deletion warning protects you from 
accidentally deleting files that are 3-D linked to other spreadsheets and would 
be affected by such a deletion. 

Spreadsheet IC Card will notify you of every spreadsheet that will be affected 
by a deletion and will prompt you to confirm the delete. 


WIDGETS IK 

is referenced by 
PROJECTS 
Delete anyway? 
<Yes/No?> 
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Chapter 12: Templates 

Spreadsheet IC Card comes with 10 built-in templates. Template sheets save 
valuable time by providing a completely formatted spreadsheet r eady for data 
entry. These templates are static—they cannot be deleted using I DEL I and 
they cannot be changed. The built-in templates are: 

BreakEven 

CashFlow 

CostVolume (a cost/volume/profit analysis) 

Expense 

Income (a pro-forma income statement) 

OrderList 

ProfitLoss 

Ratios (a financial ratios analysis) 

RNF (a required-new-financing calculation) 

Source (a sources-and-uses-of-cash analysis) 

Steps—Creating a Spreadsheet using a Template Sheet 

1. Creati ng a spreadsheet u sing a pre-made template sheet is simple. 
Press I TEMPLATE I to move into the Template Menu. 

2. Select a tem plate to use by moving the widebar and pressing 

I ENTERl or by typing the number next to the template name. 

3. After a template has been selected, Spreadsheet IC Card will prompt 
you for a spreadsheet name.Type in a name and press I ENTER! to 
create the spreadsheet. 

4. The newly created spreadsheet is now an exact duplicate of the 
template sheet chosen above. Enter data and format as you normally 
would. 

Breakeven Analysis 

A Breakeven Analysis shows the target amount that a company must meet to 
break even and exceed to make a profit. Breakeven is when the Fixed. Costs 
added to the Variable Costs of all products sold exactly equals the Gross Sales 
Revenues'. 

Fixed + (Variable * Volume) = Price * Volume 

This template calculates Breakeven Price per Unit, Breakeven Fixed Costs, 
Breakeven Variable Costs for each unit and Breakeven Volume in units. The 
first screen in the template is used for data entry while the second is used to 


view the results of breakeven calculations. Follow these instructions to perform 
the Breakeven Analysis you want: 

To calculate the Breakeven Price per Unit, enter: 

1. No entry for Price per Unit 

2. Fixed Costs (FCost) 

3. Variable Cost per Unit (VCost) 

4. Total Volume in Units (Vol) 

To calculate the Breakeven Fixed Costs, emer: 

1. Price per Unit 

2. No entry for Fixed Costs (FCost) 

3. Variable Cost per Unit (VCost) 

4. Total Volume in Units (Vol) 

To calculate the Breakeven Variable Cost per Unit, enter: 

1. Price per Unit 

2. Fixed Costs (FCost) 

3. No entry for Variable Cost per Unit (VCost) 

4. Total Volume in Units (Vol) 

To Calculate the Breakeven Volume in Units, enter: 

1. Price per Unit 

2. Fixed Costs (FCost) 

3. Variable Cost per Unit (VCost) 

4. No entry for Total Volume in Units (Vol) 

A faucet manufacturer has invented a revolutionary faucet that turns on 
automatically when an object is placed under the faucet nozzle. A planning 
decision has been made to compete head-on with conventional faucets in hope 
of capturing a permanent market share. In order to do this, the selling price 
must be kept low for several years until the product is well established. The 
company needs to know the lowest selling price the faucet could be sold for 
without losing any money. If the company completely devotes its production 
to this kind of faucet they have a maximum production of one million units per 
year. Each faucet has a Variable Cost of three dollars and the entire operation 
has a Fixed Cost of 20,000,000 dollars a year. Using the Breakeven Analysis 
we can find out the lowest price the faucet could be sold for without either 
losing or gaining any profits. 
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Steps-Performing a Breakeven Price Analysis 

1. Move the widebar to the cell next to FCost and enter 20000000 
as the Fixed Costs for one year. 

2. Move the widebar down one cell and enter 3 as the 
Variable Cost per Unit. 

3. Move the widebar down one cell and enter 1000000 as the 
Volume to be sold in one year. 

4. Move the widebar down to the screen containing the results 
to see the breakeven price next to Price. Note that only 
Breakeven Price per Unit is shown. The remaining cells are 
used for the other three types of Breakeven Analyses. 

Cash Flow Analysis 

At the end of the year, you can tell whether or not your business is making a ) 
profit. However, you may wonder if you will have enough cash on hand to 
meet the day-to-day obligations of running a business. A Cash Flow Analysis 
lets you see how much cash you actually have available. 

A profitable Mexican foods company needs to know whether or not it has 
enough cash on hand to start producing and selling a new variety of hot sauce. 
To find out, a Cash Flow Analysis needs to be performed. For the analysis, 
information from the company’s current Income Statement and Balance Sheet 
and from those of the past three years will be needed. (Note: The template 
has been oriented toward the years 1990 through 1993.) 

Steps—Performing a Cash Flow Analysis 

1. The first step that needs to be performed is to enter the Net Sales for 
the company in the cells next to Sales. The Net Sales for the company 
from 1990 to the present date in 1993 are: 

800000 

900000 

950000 

1000000 
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2. Next, the Accounts Receivable, or payments owed to the company from 
customers on credit, must be entered in the cells to the right of AcctRc: 

300000 

320000 

340000 

400000 

3. With the widebar to the right of Cost, enter the Cost of Sales, or the 
actual cost of goods being sold (not including expenses like shipping or 
storage): 

100000 

106000 

110000 

120000 

4. Now, move the widebar to the right of Invent and enter the Inventory 
that the company now holds: 

300000 

318000 

330000 

330000 

5. With the widebar to the right of AcctP, enter the Accounts Payable—trie 
payments owed by the company for materials on credit: 

10000 

10600 

13000 

15000 

6. Move the widebar to the right of OtherA and enter the Other Assets the 
company has: 

20000 

25000 

30000 

31000 
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7. Using the arrow keys, move the widebar to the right of OpExp (on the 
next screen) and enter the Operating Expenses not including the Cost of 
Sales: 

200000 

210000 

220000 

230000 

8. Now, to the right of Accru, enter the Accrued Expenses —those expenses 
that have not been recorded in a financial statement: 

8000 

7000 

7000 

7000 

9. Move the widebar to the right of PrPaid and enter PrePaid Expenses or 
those expenses payments that have been made in advance and are 
therefore treated as an asset: 

20000 

21000 

23000 

24000 

10. Now enter Other Liabilities next to OtherL: 

1000 

0 

0 

0 

11. Move the widebar to the right of Depr and enter the Depreciation on 
Company Assets: 

2000 

3000 

6000 

8000 


12. Now move to the right of Intrst and enter the Interest paid on money 
that has been loaned to the company: 

2000 

1000 

1000 

1000 

13. Using the arrow keys, move the widebar next to InTax and enter the 
Income Tax paid by the company: 

200000 

230000 

240000 

260000 

14. Now, using the arrow keys, move down to see the results of the 
calculations performed. 

Understanding the Results 

The first year (1990) in all of the results calculates to NA because there is 
no prior year to base that year’s financial results upon. However, the next 
three years (1991,1992, and 1993) are shown because they do have a basis 
of comparison. 

The first result displayed is Sales Cash Flow. This is a direct function of the 
amount of available cash from sales figuring in expenses and revenues but 
not non-cash items such as Depreciation. 

The next result is Cost of Sales. This is the actual cost of goods or services 
being sold. It does not include expenses such as shipping or storage. The 
first amount given is the cost in dollars, the second is the cost as a 
percentage of sales. 

The third result shown is the Cost of Operating Expenses. This is simply 
how much it costs to run the business. The first amount given is the cost in 
dollars, the second is the cost as a percentage of sales. In the example above 
(as a percentage) the Cost of Operating Expenses fell the second year and 
rose about two percent the third year. 

The final result is Cash Flow from Operations. This is the amount of cash 
after taxes that can be utilized for other purposes. The first amount given 
is the Cash Flow is dollars, the second is the Cash Flow as a percentage of 
sales. In the example given above, the Mexican foods company should be 
able to introduce a new product without much risk. 
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Cost-Yolume-Profit Analysis 

The Cost-Volume-Profit analysis helps you predict what the changes in 
production and sales volume will have upon Product Cost, Profits and Cash 
Flows. From the analysis, you can see your overall and per Unit Profit Margin 
and the Breakeven Sales Level. 

A greedy pillow manufacturer needs to know how much profit he is making 
for each pillow that he sells. He also wants to know how much more he would 
make if he decreased his workers’ salaries by 30%. A Cost-Volume-Profit 
Analysis is the perfect solution to his problem. For this analysis, the company 
Income Statement and Balance Sheet for the time period chosen are needed. 

Steps—Performing a Cost-Volume-Profit Analysis 

1. Enter the Total Net Sales for the time period chosen next to Sales: 

1000000 

2. Move the widebar down three cells and enter the Workers Salary next to 
Salary: 

100000 

3. Enter the Cost of Wages next to Wages: 

0 

4. Enter the Cost of Renting the company buildings next to Rent: 

150000 

5. Enter the Depreciation on Company Assets next to Depr: 

5000 

6. Enter the Cost of Insurance next to Ins: 

50000 

7. Enter the Fixed Selling Expenses next to FSell: 

38000 


8. Enter the Fixed Insurance Expenses next to Fins: 

3000 

9. Enter the Fixed Utility Expenses next to FUtil: 

15000 

10. Enter the Fixed Vehicle Expenses next to FVehic: 

25000 

11. Enter the Fixed Other Expenses next to Other: 

0 

12. Move down three cells and enter the Variable Sales Expenses next to 
Sales: 

19000 

13. Enter the Variable Cost of Goods next to Goods: 

21000 

14. Enter the Variable Cost of Labor next to Labor: 

8000 

15. Enter the Variable Selling Expenses next to VSell: 

3000 

16. Enter the Variable Utility Expenses next to VUtil: 

1000 

17. Enter the Variable Vehicle Expenses next to Wehic: 

3000 

18. Enter various Other Expenses next to Other: 

0 
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19. Enter the Selling Price per Unit next to Price: 

25 

20. Enter the Cost per Unit next to Cost: 

5 

21. Enter the Cost of Goods per Unit next to Goods: 

1 

22. Enter the Labor per Unit next to Labor: 

10 

23. Enter the Variable Selling Expenses per Unit next to VSell: 

1 

24. Enter the Variable Utility Expenses per Unit next to VUtil: 


.50 

25. Enter the Variable Vehicle Expenses per Unit next to Wehic: 

3 

26. Enter various Other Expenses per Unit next to Other: 

0 

27. Move the widebar down to the next screen to see the results. 

Understanding the Results 

The first result, Sales, is not really a result at all. It is simply a copy of the 
Net Sales value entered at the top of the spreadsheet. 

FCost and VCost are the Total Fixed Costs and Total Variable Costs 
respectively. The first column is the actual dollar amount and the second 
column is a percentage of Net Sales. 
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column is the actual dollar amount and the second column is a percentage 
of Net Sales. 

Opine is the Net Operating Income for the company. This is calculated by 
subtracting the Total Fixed Costs from the Total Contribution Margin. 1 he 
Operating Income is the amount of money earned before taxes and interest. 
This is a very good key to how well the company is doing. 

Moving the widebar down to the next screen reveals three more results. The 
first is Price and it is simply a copy of what was entered above for Selling 
Price per Unit. 

The next result is VCost. This is the total amount of Variable Costs that go 
into producing a single product or service. In the example given above, the 
Variable Costs are quite high. 82% of the selling price is taken up by 
Variable Costs. 

Margin is the Contribution Margin per Product Sold. This value is calculated 
by subtracting the Variable Costs from the Selling Price per Unit. The first 
column contains the actual dollar amount and the second column is a 
percentage of the product’s Selling Price. In the example given above, the 
greedy pillow manufacturer needed to know the Contribution Margin per 
Unit for every pillow he made ($4.50). He also wanted to know the effect 
of reducing the worker’s wages by 30%. To do this move up to the screen 
containing the per Unit Costs and enter 7 next to Labor. Moving back down 
to the Margin per Unit, $3 more profit is made after the salary reduction. 

The final result is the Breakeven Sales Level. This is the Net Sales Level that 
must be met to cover the company’s fixed costs. 

Expense Report 

The thing that makes the Expense Report different from other templates is 
that it incorporates the 3-D Feature. The top-level spreadsheet gives the Total 
Expenses for days 1 through 5, and sums these for a grand total. To access a 
single day’s expense ledger, move the widebar over the total for that day and 
press I 3D-DOWin . The lower level spreadsheets allows you to enter 
expenses into several categories: Hotel, Food, Trans, Tips and Other. In each 
category, up to five different entries can be made. At the bottom of each 
column is a grand total for all of the day’s expenses. To move back up a level 
to the spreadsheet containing all o f the day’s ex penses, move the widebar over 
the total in column #1 and press 1 3D-UP~| . 
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The fourth result is Margin. This is the Total Contribution Margin and is the 
product of Net Sales minus the Variable Costs. This value is most often used 
to see the amount of leeway available for other operating expenses. The first 
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Once the Expense Report spreadsheet and its subordinate spreadsheets have 
been created, you can change the labels to fit your application. For example, 
you might want to change "Day l...Day 5" to "Mon...Fri"or "1984... 1989." 

A businessman has gone to a three-day-long convention in Las Vegas. His 
expenses are completely paid, but he must keep track of when and where he 
spends the company’s money. To keep track of the expenses, he decides to 
use the Expense Report template. 


Steps—Using the Expense Report 

1. The first day of the convention, the man spends $120 for a hotel, $10 
for breakfast, $16 for lunch, $17 for dinner and $10 on tips. 

2. To enter the expenses, move the wide bar to the right of the cell 
containing Day 1 and press | 3 D-DOWN I . This moves you to the lower- 
level spreadsheet for that day. 

3. Using Q move the widebar up to the cell to the right of Hotel and 
enter 120. Enter 10, 16 and 17 in the cells to the right of Food and 
enter 10 in the cell to the right of Tips. Notice that the amount of money 
spent for that day appears at the bottom of each column. 

4. Now that all of the day’s expenses have been entered, move the widebar 
over the day’s total in column #1 and press I 3D-UP1 . This moves 
back to the upper-level spreadsheet containing the expenses for all five 
days. 

5. Now in the same way, enter the expenses for days two and three of 
the trip. On day 2, the businessman spent $120 on a hotel room, $35 on 
food, $18 on a taxi ride and $5 on tips. On the third day, he spent 
$120 on a hotel room, $40 on food, $25 on a taxi ride, $8 on tips and 
$88 on gambling. 

6. After entering the expenses for all three days, the grand total for all 
three days is displayed at the bottom of the expense totals for the five 
days. 

7. It is important to note that the Expense Report is not simply limited 
to five days. You can change the spreadsheet to have more days by 
copying the DAY5 spreadsheet to DAY6 and then adding another 3-D 
reference to EXPENSE. Or, you could add more expense categories by 
copying an entire row and then inserting that row at the bottom of the 
expense list. 



Pro Forma Income Statement 

The phrase Pro Forma means "as if," and the Pro Forma Income Statement 
is a statement as if forecasted financial changes had occurred. The statement 
shows the financial health of a company and is often used as a quick method 
of assessment by bankers and venture capitalists. 

A shoe manufacturer is looking to expand his business. Since he doesn’t have 
a great deal of money to invest, he will need help from private investors. A 
Pro-Forma Income Statement is prepared to show his projected income after 
expanding his business. For this statement, you will need information from the 
company Income Statement and Balance Sheet. 

Steps—Generating a Pro-Forma Income Statement 

1. Move the widebar next to (yearly) and enter the Expected Growth Rate 
from 1990-1994 (or the years you want to use): 

.05 

.09 

.12 

.15 

.17 

2. Now enter the Projected Sales Earnings for 1990 next to ($ Proj.): 

1000000 

Notice that the Projected Sales Earnings for 1991-1994 are 
automatically calculated using the Growth Rates entered above. 

3. Enter the Cost of Production as a percentage of Sales next to Cost: 

.45 

4. Move the widebar down six spaces to enter the Operating Expenses (as 
a percentage of Sales). Enter the Wages next toWages: 

0 

5. Enter the Cost of Salaries as a percentage of Sales next to Salary: 

.07 
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6. Enter the Cost of Rem as a percentage of Sales next to Rent: 

.05 

7. Enter the Telephone Utility Expenses as a percentage of Sales next to Tel: 

.0005 

8. Enter the Insurance Expenses as a percentage of Sales next to Ins: 

.03 

9. Enter the Advertising Expenses as a percentage of Sales next to Adver: 

.03 

10. Enter the Maimenance & Repair Expenses as a percentage of Sales next 
to Maint: 

.00025 

11. Enter the Gas and Oil Expenses as a percentage of Sales next to Gas: 

.00025 

12. Enter the Depreciation on Company Assets as a percentage of Sales next 
toDepr: 

.004 

13. Enter the Travel Expenses as a percentage of Sales next to Travel: 

.004 

14. Enter Utility and Other Taxes as a percentage of Sales next to Taxes: 

.2 

15. Enter any Other Expenses as a percentage of Sales next to Other: 

0 

16. Enter the Imerest Paid on Loans as a percentage of Sales next to Intrst: 

.01 


17. Enter the Income Tax Paid as a percentage of Sales next to InTax: 

.2 


Understanding the Results 

The value next to Total is the sum of the money spent on Operating 
Expenses. 

Opine is the Operating Income. It is calculated by subtracting the operating 
expenses from Profit. 

Net is the Net Profit after paying interest on loans owed. 

Income is the Final Income after taxes. 


Order List 

This template is utterly straightforward. Enter in the item name, price and 
quantity to get a subtotal. Then enter the discount to receive the net price in 
dollars. The total for each column (Price, Quantity, etc.) is calculated at the 
bottom of each column. You can make more room for different products by 
inserting rows and copying formulas. 

A traveling salesman sells five products: Mattresses, Socks, Fruit Cake, 
Televisions and Pet Rocks. After each city he visits, he spends about 10 
minutes figuring out how much he just made. A better way of calculating his 
Total Profit would be to use the Order List. 

Steps—Using the Order List 

1. Enter each of the five products in the first column, Item: 

Mattresses 

Socks 

Fruit Cakes 
Televisions 
Pet Rocks 
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2. Now move the widebar to the second column, Price, and enter the 
Selling Prices for the products: 

79.95 

2.95 

12.95 

99.95 

7.95 

3. Move the widebar to the third column, Quantity, and enter the Quantity 
Sold for each product: 

3 
20 
9 
8 

4 

4. Finally, move the widebar to the fifth column, Discount, and enter the 
Percentage of the Selling Price that the product actually cost the salesman: 

.30 

.10 

.02 

.40 

.01 

5. The fourth column, Total, is the money the salesman received for his 
merchandise. The sixth column, Net, is the money the salesman actually 
made. 

6. It is important to note that this spreadsheet can be used in other ways. 
Rather than showing the amount of profit made on a sale, the 
spreadsheet could show the customer cost after a discount. 

Profit and Loss Study 

The Profit and Loss Study allows you to analyze the profitability of a single 
product over a span of 10 time periods. The basic formula used throughout 
this study is: 

Price*Output ■ Fixed - Variable*Output = Profit or Loss 

Using a growth rate, future values are calculated to see exactly how the 
profitability changes with time. 


An inventor needs to know how many months it will take for his invention to 
start turning a profit. Let’s do a Profit and Loss Study to find out. 

Steps—Performing a Profit and Loss Study 

1. The first thing that needs to be done is to enter in the Name of the 
Product next to Name: 

Car Ionizer 

2. Next the Time Period you want to analyze must be entered next to Time: 

Month 

3. The inventor thinks he can turn out 200 ionizers the first month of 
business. Enter the Product Volume next to Vol: 

200 

4. Now enter the Selling Price for the product next to Price: 

21.95 

5. The inventor thinks that his business will grow by 20% each month of 
business. Enter the Growth as a percentage next to Grwth: 

.20 

6. There are Fixed Costs that the business must pay each month. As the 
business grows the profits will offset these costs allowing the business to 
turn a profit. Enter the Cost of Utilities next to Util: 

1000 

7. Enter the Property Tax next to PTax: 

150 

8. Enter the Depreciation on Assets next to Depr: 

50 

9. Enter the Administration Expenses next to Admin: 

4000 
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10. Enter the Interest on Loans next to Intrst: 

130 

11. Now, move the widebar down four cells to enter the Variable Costs per 
Unit. Enter the Shipping Costs next to Ship: 

1.25 

12. Enter the Commission next to Comm: 

1.50 

13. Enter the Cost of Labor next to Labor: 

4 

14. Enter the Cost of Materials next to Mat: 

3 

15. Move the widebar down until you see a profit coming from either the 
P/L/U {Profit or Loss per Unit) orP/L {Profit or Loss). The month that 
the investor starts to make a profit is month number eight. 

Understanding the Results 

USales is the Number of Units Sold for the time period shown. 

FCost is the Fixed Cost for that period. 

VCost is the Variable Cost for that period. 

Sales is the Number of Units Sold for that period. 

P/L/U is the Profit!Loss per Unit for that period. 

P/L is the Profit!Loss for that period. 

Financial Ratios Analysis 

Studying Financial Ratios gives you a better view of a company’s financial 
position. This analysis shows the relationships between accounts from year to 
year and allows you to clearly see any trends that might have occurred over the 


course of time. Another use of financial ratios is to compare two or more 
separate companies. This is accomplished by performing a separate analysis 
for each company and then using the analyses to identify any strengths and 
weaknesses that might exist. Still another use is to compare a company against 
the industry’s average. This gives a clear picture of how the company stands up 
against the competition. 

For this analysis, you will need the company Income Statement and Balance 
Sheet for the past four years. You will also need the Cash Flow Statement 
(which was described earlier). 

A businessman needs to know exactly what is wrong with his company. The 
other companies in his industry have grown more profitable over the past 
several years while his has stagnated. A Financial Ratio Analysis needs to be 
done to see what the problem is. 

Steps—Performing a Financial Ratio Analysis 

1. Enter the Net Sales for the past four years next to Sales: 

1000000 

1100000 

1200000 

1300000 

2. Enter the Cost of Sales to the right of Cost: 

300000 

310000 

320000 

330000 

3. Enter the Gross Profit next to Profit: 

200000 

205000 

210000 

220000 

4. Enter the Operating Income to the right of Opine: 

600000 

605000 

610000 

620000 
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5. Enter the Interest Expense next to Intrst: 

12000 

13000 

14000 

15000 

6. Enter the Net Income to the right of Income: 

150000 

155000 

160000 

165000 


7. Enter the Accounts Receivable next to AcctRc: 

800000 

900000 

1000000 

1100000 


8. Enter the Inventory next to Invent: 

400000 

430000 

450000 

460000 

9. Enter the Current Assets next to CurntA: 

300000 

310000 

320000 

330000 

10. Enter the Total Assets next to TotalA: 

2000000 

2100000 

2200000 

2300000 


11. Enter the Accounts Payable to the right of AcctP: 

160000 

170000 

180000 

190000 

12. Enter the Current Liabilities next to CrntL: 

190000 

200000 

210000 

220000 

13. Enter the Long Term Liabilities next to LTLiab: 

1000000 

1000000 

1000000 

1000000 

14. Enter the Total Owners Equity to the right of Equity: 

4000000 

4000000 

4000000 

4000000 

15. Enter the Cash Flow from Operations next to OpFlow: 

350000 

380000 

400000 

420000 

16. Enter the Purchases to the right of Prchse: 

100000 

105000 

110000 

115000 

17. Move the widebar down to see the results of the calculations. 
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Understanding the Results 

The first set of ratios are Liquidity and Activity Measures. Liquidity Measures 
provide insight into the company’s ability to meet short-term obligations. 
Activity Measures indicate the rate at which certain financial variables are 
converted into sales or cash. 

CRatio is the Current Ratio. The Current Ratio is the current assets as 
a percentage of Current Liabilities. This measures how well short-term 
debts are covered by assets that can be converted to cash in the same 
time frame as the liabilities. 

OpFlow %Sales calculates the Cash Flow from Operations as a 
percentage of Net Sales. 

OpFlow %CrntA calculates the Cash Flow from Operations as a 
percentage of Current Assets. 

AcctRc %CrntA is the Accounts Receivable as a percentage of Current 
Assets. 

Invent %CrntA is the Inventory as a percentage of Current Assets. 

Collect is a measure of the Average Collection Period (in days) needed 
to receive payment of goods or services bought. You can compare this 
ratio against industry averages to determine if you need to change your 
trade credit or place more emphasis on collection. It is calculated by 
multiplying the Accounts Receivable by 360 days and then dividing by the 
Net Sales. 

Payment is the Average Payment Period (in days) taken by the company 
to pay its debts. It is calculated by multiplying the Accounts Payable by 
360 days and then dividing by the Net Purchases. 

Invturn is the Inventory Turnover Ratio. Inventory Turnover can tell you 
if you are holding unnecessary inventory. A healthy business should have 
an Inventory Turnover Ratio as high as possible while still supplying the 
company sales force with the needed amount of products. Inventory 
Turnover is calculated by dividing the Cost of Sales by the Inventory. 

ATurn is the Total Asset Turnover Rate. This ratio measures how well 
a company is using its assets to produce revenue. A value below the 
industry average usually indicates that company net sales are not high 
enough or company assets are not contributing to Net Sales effectively. 
It is calculated by dividing the Net Sales by the Total Assets. 


The next set of ratios are Debt Measures. Debt Measures indicate the level 
and concentration of a company’s financial obligations. They also indicate 
the degree of financial risk the company is under. 

IntEarn calculates the Interest Earned by dividing the Net Operating 
Income by the Interest Expenses. 

LTLiab %TtlA calculates the Long Term Liabilities as a percentage of 
Total Assets. 

The final set of ratios are Profitability Measures. They show how effectively 
the company’s assets have been used, and how cost-effectively operations 
have been run. 

GPMargn calculates the Gross Profit Margin by dividing Profit by Net 
Sales. The Gross Profit can help you determine whether prices are too 
high or too low with respect to costs. 

OPMargn calculates the Operating Profit Margin by dividing the Net 
Income Sales by the Net Sales. This is often helpful in determining if too 
much money has been spent on Operating Costs. 

NPMargn calculates the Net Profit Margin by dividing the Net Income by 
Net Sales. This should be used to determine if too much or too little 
income has been taken from sales. 

InvRet calculates the Return on Investment by dividing the Net Operating 
Expenses by the Total Assets. This is a good indication of how wisely 
money is being invested. 

EqRet calculates the Return on Owners Equity by dividing the Net Income 
by Total Owners Equity. 

Required New Financing 

Required New Financing calculates the amount of money that must be 
borrowed to keep afloat. 

A private businessman is trying to expand his operation. To do so, he has 
bought out many of his competitors. The man needs to know how much money 
he needs to borrow to keep his business going. 
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Steps—Calculating the Required New Financing 

1. The company made $100000 in sales last year and this year they expect 
to make $130000. Enter the Sales from last year next to Sales and enter 
the Projected Sales for this year next to PSales. 

2. The company expects to pay $20000 in Dividends this year. Enter this 
amount next to Div. 

3. The company made $10000 in Income last year. Enter this next to 

Income. 

4. The company has $30000 in Current Assets and $20000 in Current 
Liabilities. Enter the Current Assets next to Assets and enter the Current 
Liabilities next to CrntLia. 

5. The company needs to borrow $10000. 

Sources and Uses of Cash 

A Cash. Flow Analysis calculates the amount of cash flow that comes out of 
operations. Sources and Uses of Cash examines other accounts that provide 
additional sources and uses of cash. 

For this analysis, you will need the company Balance Sheet for four years (the 
template sets up the years 1990 through 1993). You will also need the Cash 
Flow Analysis (which was described earlier). 

A sign of a healthy company is an increase in Cash Flow coming into the 
company and a decrease of Cash Flow going out of the company. Let’s perform 
an analysis using a hypothetical business. 

Steps—Performing a Sources and Uses of Cash Analysis 

1. Enter the Cash Flow from Operations next to OpFlow: 

1000000 

1100000 

1200000 

1300000 


2. Enter the Owners Withdrawal or Dividends next toWithdr: 

20000 

21000 

21500 

22000 

3. Enter the Notes Payable next to NotesP: 

15000 

16000 

16000 

15000 

4. Enter the Installment Debt next to Install: 

3000 

3000 

3000 

3000 

5. Enter the Mongage Debt next to Mortg: 

90000 

70000 

60000 

50000 

6. Enter the Long Term Debt next to LTDebt: 

3000000 

2950000 

2900000 

2900000 

7. Enter the Paid-In Capital next to Pd-In: 

200000 

220000 

220000 

230000 
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8. Enter the Total Fixed Assets next to Fixed: 

400000 

410000 

420000 

430000 

9. Enter any Other Assets next to Other: 

0 

0 

0 

0 

10. Move the widebar down to see the results of the calculations. 
Understanding the Results 

The first set of results shows the source of cash coming into a company. The 
results for the first year cannot be given because there is no prior year to 
base them upon. 

Opertn is the Cash Flow from Operations. 

NotesP is the Cash Flow from Notes Payable. 

Install is the Cash Flow from Installment Debt. 

Mortg is the Cash Flow from Mortgage Debt. 

LTDebt is the Cash Flow from Long Term Debt. 

Pd-In is the Cash Flow from Paid-In Capital. 

Fixed is the Cash Flow from Fixed Assets. 

Other is the Cash Flow from Other Assets. 

Total is the Total Cash Flow for all sources of cash. 

The next set of results shows the source of cash going out of the company. 
Opertn is the Negative Cash Flow from Operations. 

Withdr is the Negative Cash Flow from Owners Withdrawal (Dividends). 


NotesP is the Negative Cash Flow from Notes Payable. 

Install is the Negative Cash Flow from Installment Debt. 

Mortg is the Negative Cash Flow from Mortgage Debt. 

LTDebt is the Negative Cash Flow from Long Term Debt. 

Pd-In is the Negative Cash Flow from Paid-In Capital. 

Fixed is the Negative Cash Flow from Fixed Assets. 

Other is the Negative Cash Flow from Other Assets. 

Total is the Total Negative Cash Flow from all Sources. 

The final result is Increase/Decrease in Cash. This is calculated by 
subtracting the Total Uses of Cash from the Total Sources of Cash. 
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Graphing data from a spreadsheet enables you to more easily conceptualize 
data relationships. Spreadsheet IC Card allows you to create three different 
types of graphs. These include Line, Pie and Bar graphs. The bar graph 
is drawn with absolute values. 

The graph is not drawn correctly if the sum of data is more than 
1 E100. 


Line Graphs 

Line graphs plot data from a selected range to show linear relationship. They 
are one-dimensional and use values from both columns and rows to create a 
single line. The range of data to be graphed can include any number of positive 
or negative values. Since a line graph consists only of a single line, labels are 
unnecessary. 

Steps—Creating a Line Graph 

1. Using IRANGE SELECT] highlight the range of cells you wish to graph. 
In this example, we are going to create a line drawing of our checking 
account balance, so we will highlight column B. 
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Pie and Bar Graphs 

Pie and Bar Graphs differ from line graphs in one basic way. With these 
graphs you have the option of using labels to identify different parts of the 
graph. For space reasons, labels can only be displayed if you have eight 
or fewer values to be graphed. 

Labels can be as many as eight characters long on the 40-column screen and 
up to four characters on the 16-column screen (larger labels will be 
truncated). They shouldbe included in the range you highlightfor graphing. 
Spreadsheet IC Card will first look for labels along the top row of a range 
and, if none are present, will then look down the first column on the left. 
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Steps—Creating a Pie Graph 

1.Press IRANGE SELECT! to highlight the range of cells you wish to 
graph. Be sure to include labels if you wish to have them displayed. 


1<— — A— ——>< 

2Rent 

3Repairs 

4Electric 

5Phone 
6Water 

7Gas 

6G0* 00 

45.00 
• 60.00, 

75.00 

47.00 

30.00 

Range:A2: 

B7. 


Set the column for labels on the left side of the data as shown 
above. 


2. Press IGRAPHI to access the Graph Menu. 


3. To choose a Pie graph, press 2 for Type and type 1 for Pie. Press 
lENTERl . 


<Graph Menu> 

1 View 

2 Type Pie 

3 Labels " f 


4. Type 3 to choose Labels and type 2 to choose On. Press lENTERl . 




6. Use the arrow keys to move the label pointers. 

• See "Creating a Graph" in Lesson 7 for an additional example 
Steps—Creating a Bar Graph 

Creating a bar graph is very similar to creating a pie graph. 

In brief, the steps are: 

1. Highlight the range of cells you wish to graph (including labels). 

2. Press IGRaPBI to brin g up the gr aph menu, choose 2 to select Type, and 
press 2 for Bar. Press 


isHHuKHa 


3.Press 3 for Labels and press 2 for On. Press lENTER) . 


4. Press 1 to select View. 
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Chapter 14: Keyboard Macros 

A keyboard Macro is a powerful tool that memorizes a sequence of keystrokes. 
A macro can be used to perform any function that you use frequently to save 
you the trouble of constantly retyping. It can be thought of as a mini program 
that you customize to suit your needs. Up to 127 keystrokes can be saved in 
a single macro. Thus, a virtually limitless combination of keystrokes is 
possible. 

Creating a Macro 

As an example, we will create a macro that formats a cell to show no decimal 
places. Once it is created, you can use this macro to format any single cell or 
predefined range of cells. 

Steps—Creating a Macro 

1. Press lM+1 to begin the macro recording process. 

2. Select a letter or number to represent the macro. Spreadsheet IC Card 
accepts characters from 0-9 or A-Z. 

3. Enter a description of the macro’s function. Up to 12 characters can be 
entered for the description. 


<Define Macro 

Macro Key: F 

Description 
Format w/o D-< 


4. Press IENTERI to return to the spreadsheet and begin recording 
keystrokes. 

5. Press iFORMATl to bring up the format menu. 

6. Press IENTERI to choose Format Values. 


<Format Menu> 

1 Values 

2 Labels 
§ Show 


7. Type El twice to change the number of decimal places to zero. Press 


iianinaai 


8.Press IENTERI to select the highlighted cell as the range to be affected. 
(Remember you will be able to apply this macro to any number of cells 
once it is created.! 


<Format Values> 

1 . places 0 

2 + signs ' N 

H - signs L 

4 $ signs N 

5 , for thsnds Y 

H % Percent N 

7 0 suppress Y 


9. Press IM+I again to signal the end of the Macro. 


• See "Creating a Macro" in Lesson 8 for an additional example. 


Replaying a Macro 

Now that we have created the macro, we can replay it at any time in any 
spreadsheet to change the number of decimal places in a cell to zero. We no 
longer need to retype the entire process for every cell or column we want 
formatted. 


Steps—Replaying a Macro 

1, Using IRANGE SELECT I and the arrow keys, highlight the cells you 
want formatted. 
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1<-A-><-B-><-C-><-D-><- 

:3s Marbles Yo-yo's Tops 


2Southern 

3Central 

IWestern 

SNorthern 

i========= 


2500.00 

3890.00 

762.00 

1287.00 


2348.00 
2211.00 
7765.00 
233.00 


12344.00 
9877.00 
18755.00 
2677.00 


Range: B2;D5 


2. Press IR-CM 1 to bring up the Macro Menu. 


3. Use |S EARCH a I and IS EARCH ▼ I and the arrow keys to highlight 
the macro you wish to replay (or simply press the corresponding number 
or letter). 


<Macros> 

E Erase Range 
F Format w/o D 
G Goto A1 
H HLOOKUP 
I Insert Text 
J Jump to Cell 
K Undefined 


4. Press lENTERI and the selected columns will be reformatted. 


|i<- A—-><-v—— 


><-0-~><~ 


Marbles 

Yo-yo's 

' : ' : TOpS' : '"' : 

^Southern 

2500 

1 2348 

12344 

liCentral 

3890 

2211 

9877 

^Western 

762 

7765 

18755 

§Northern 

1287 

233 

2677 

liTotal 

8439.00 

1.26E+4 

43653.00 


• See "Replaying a Macro" in Lesson 8 for an additional example. 

Deleting Macros 

To delete a macro press IR-CM 1 to bring up the macro menu. Move the 
widebar over the macro you wish to delete and press IDE LI . 

Nested Macros 

There may be some instances when you will wish to use a previously created 
macro within a more complicated one. Take for example, the macro we just 
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created to format decimal places to zero. Suppose we want to create a 
macro that formats a column to show whole numbers with dollar signs. We 
can use the macro "F" that we created in the last example within our new 
macro. 

Steps—Using a Macro within a Macro 

1. Press [M+l to begin recording the macro. 

2. Enter the macro key and description. 


3. Press 
keystrokes. 


lanunaa 


to return to the spreadsheet and begin recording 


<Defme Macro 


Macro Key: D 

Description 
Format w/$ s-« 


4. Press 




accept Values. 


to retrieve the Format menu and press lENTERI to 


5. Select 4 for $ signs and press Y. (Be su re to pres s Y, or it will not 
function properly.) Press [ENTERI . Press lENTERI again to accept the 
cell the widebar is resting on as the range to be formatted (Remember, 
once it is created, a macro can be applied to any range.) 


1 <Format Values> 


1 , places 

m 


: 2 : : T : "S ; igns 

N 


1 - signs 

( 


§ $ signs 

N 


1 , for thsnds 

Y 


If % Percent 

N 


I 0 suppress 

Y 



6. Press IR-CM I to retrieve macro menu. 


7.Use ISEARCH 
"F" and press 


and ISEARCH - *) and the arrow keys to highlight 
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<Macros> 

E 

Erase Ranqe 

m 

Format w/o D 

G 

Goto A1 

H 

HLOOKUP 

I 

Insert Text 

J 

Jump to Cell 

K 

Undefined 


8. Press lM+1 to end recording. 

To replay: 

1. Select range you want formatted. 

2. Press iR-CM I to retrieve the macro menu. 

3. Highlight the macro and press lENTERl . 



<Macros> 

7 

Undefined 

8 

Down 8 Rows 

9 

Goto B9 

A 

AVG 

B 

Bar Graph 

C 

Copy Ranqe 

m 

Format w/$ S 


Macro loops 

There may be occasions wher e you wil l want a macro to refer to itself and 
create an infinite loop. Press IC-CE l to exit an infinite loop. You may 
for example, want to create a macro that scrolls down a spreadsheet until 
it reaches the very last row. 

Steps—Creating a Macro Loop 

1. Press IM+I to begin recording the macro. 

2. Name and define the macro. 

3. Return to the spreadsheet to record keystrokes. 



<Define Macro 

Macro Key: S 

Description 
Scroll down-* 


4. Using Q move the widebar one cell down from it’s present location. 



5. Press tR-CM 1 to call up the macro menu. Use ISEARCH * | and 
ISEARCH ▼ I and the arrow keys to find the macro. Highlight the macro 
"S” and press ENTEEl 


<Macros> 

S Scroll down 
T Three-D Dink 
U Unlock Title 

V Vlookup 

W Column Width 
X Expense Temp 

Y Undefined 


When you recall the macro you are currently using, thus creating a loop, 
the macro recording process is automatically terminated. Since you have 
already created an infinite loop, you wouldn’t want to give it additional 
directions. Follow the directions in the previous examples to replay this 
macro. Your widebar will scroll to the end of the spreadsheet. Press 
IC-CEl to exit the loop. 

Macros using 3-D Link 

Macros can also be created to take full advantage of Spreadsheet IC Card’s 
3-D features. Here we will create a macro that establishes a 3-D link. 
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l.In a new spreadsheet, Type a label in cell A1 and press lENTERl . 
Cats lENTERl 



2. Press |M+| to begin the macro recording process. 

3. Type 3 as the macro title and enter the description,3-D. Press lENTERl 
to return to the spreadsheet. 

4. With widebar o n cell Al, press ICOPYl to copy the cell contents and 
press lENTERl to accept A1:A1 as the range to be copied. 



5. Press IC-CEI to back out of the "paste" part of the copy (assuming the 
copy method is set to Lotus 1-2-3). 

6. Press |3 D-DOWNl to initiate the 3-D link. 

7. Respond Y to create a new file. 
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8. You should now be in a subordinate spreadsheet. Notice the 2 in the top 
left-hand corner. (This is the level indica tor). N ow we will retrieve t he 
label from the primary s preadshee t. Press IINSL then press lENTERl to 
accept Formula. Press lENTERl again to accept the range of A1:A1. 


2<—A 
ICats 

§— 

i 

I 

i 

I 

I 


->< — B ><—C->< — D->< — E- 


9. Press I3D-UP1 to return to the first spreadsheet. 

10. Press IM+I to signal the end of the macro. 

Now that the macro is created, let’s try an example to see how it works. 
l.In cell A2 of your primary spreadsheet, type 
Dogs 



2.Press IR-CM I to retrieve the macro menu. Press 3 to activate the 3-D 
macro. You can watch the macro running its course on the screen. 
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3. When it is finished running, press I3D-DOWN1 (the widebar should still 
be on cell A2). You will be in a 2nd level spreadsheet and the label 
"Dogs" should be in cell Al. 


Chapter 15: Spreadsheet Link 

Spreadsheet Link/PC 

Spreadsheet Link is a utility program that facilitates the transfer of 
spreadsheet files between the Organizer and an IBM-compatible computer. 

System Requirements: For IBM PCs and 100% compatibles, running DOS 
version 2.10 or later. 384 kilobytes of memory. 

Spreadsheet Link performs two main functions: 

1) Conversion and transfer of Spreadsheet IC Card spreadsheets to Lucid 
3-D (.LCD) format, Lotus 1-2-3 version 1.0 (.WKS) format, or Lotus 
1-2-3 version 2x (.WK1) format. 

2) Conversion and transfer of PC-compatible spreadsheets (Lucid 3-D or 
Lotus 1-2-3 format) to Spreadsheet IC Card format. 

When the PC receives the file from the Spreadsheet IC Card with 
the Lotus format (.WKS, .WK1), the error file with the extension 
of .ERR is created after converting the file into the .WKS or .WK1 
of the Lotus format. 

Caution: To transfer Spreadsheet IC Card files, use the software enclosed. To 
transfer the Organizer files such as memo, telephone files, etc. use the 
OZ-791A,OZ-792Aor OZ-890. If this software is to be used, make sure that 
the spreadsheet IC Card is removed from the Organizer. 

Setting Up Spreadsheet Link 

To set up the Spreadsheet Link program on an IBM compatible computer, 
copy all the Spreadsheet Link files from the distribution disk to the root 
directory or a subdirectory on your computer’s hard drive. You might want to 
create a new directory specifically for holding Organizer-related files; if so, 
make sure you add the new subdirectory to the PATH command in the PC’s 
AUTOEXEC.BAT file. If your machine does not have a hard disk drive, make 
a copy of the Spreadsheet Link distribution disk and use that copy to run the 
program. Your "CONFIG.SYS" file must contain the following statement 
"FILES = 20". 

You will also need to have a proper cable to connect the Organizer to a PC. 
At one end it must have a special 15-pin SIO (serial input/output) connector 
that will attach to the Organizer. The other end is a standard DB25 connector 
which can mate with a PC’s serial port. If you have the Organizer Link option, 
you can use the cable (model number CE-131T or CE-134T) which came with 
it. Or you can obtain either the CE-132T or CE-133T cable. All of these are 
available from your local Sharp dealer. 
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There are three steps that need to be performed for file transfer and 
conversion to take place: 

• Connect the Organizer to a PC 

• Put the Organizer in PC-Link Mode 

• Run the Spreadsheet Link Program 

Steps—Connecting the Organizer to a PC 

1. Turn the power off on both units. 

2. Locate the 15-pin option jack of the Organizer and gently pull up the 
cover. 

3. Insert the 15-pin SIO connector into the option jack. 

4. Locate the COM1, COM2, COM3 or COM4 serial port on the back of 
your computer. If you cannot locate the port, consult your computer 
manual for more information. 

5. Insert the DB25 connector into one of the serial ports. Use the COM1 
port if it’s available. 

6. Turn the power on the Organizer and your PC. 

Steps—Putting the Organizer in PC-Link Mode 

l. To place the Organizer in PC-Link mode, press I SHIFT I and 
I OPTION - ] on the Organizer’s keypad. Once the Option screen is 
displayed, press 4 to select the PC LINK item. The rest of the Link 
processes operated from your PC. 

I < PC LINK > --1 


LINK READY 

TO QUIT 
PRESS [ON] 


Notes: • Whenever the Organizer is in PC-Link mode, the battery drain 
increases significantly because a large amount of energy is needed 
to power the Organizer's serial port, whether or not data is actually 
flowing through the port. Therefore, do not leave the Organizer in 
PC-Link mode longer than needed. 



• The display contents for the OZ-7000 series Organizers will slightly 
be different. 

Steps—Starting the Spreadsheet Link Program 

1. On your PC, go to the directory where you copied the SL2.EXE file (if 
you’re on a floppy system, log on to the drive containing the diskette 
with the SL2.EXE file). Then type: 

SL2 


and hit <ENTER>. 

You will see a screen similar to the following: 


PC Quit F1-Help SpreadSheet-Link vx.XX (c)1990 PCSG Inc. 


— Directories 
<PARENT> 

BACKUP 


CHAR1S.LCD 
DETAILS. Will 
MARKET91.WK1 
RESEARCH.UKS 
SPENDING.LCD 
SPND1990.WKS 
YEARSEND.LCD 


C:\ORGANIZRX*.* - 

1234 08-11-1991 16:06:32: 
2530 08-01-1991 20:33:40 
6432 09-01-1991 09:36:44 
5675 08-11-1991 16:33:34 
4122 08-11-1991 16:07:30 
5347 08-26-1991 10:28:04 
3451 08-01-1991 12:48:44 


-P nnnnr t — 


2. If you used a port other than COM1, you will need to alter Spreadsheet 
Link’s default configuration. See the discussion of the Configure Menu 
below. 

Spreadsheet Link Main Screen 

The top line in the Spreadsheet Link Main Screen shows the pull-down menu 
names—PC, Organizer, and Quit. The top line also identifies the help key, 
<F1>, and reports the Spreadsheet Link version number. 






















Cha£ter^!5^S£readsheetLmk 


Chapter 15: Spreadsheet Link 


The bottom line of the screen is a status line that displays the connection 
status. If a link between the Organizer and your PC was made before you 
started Spreadsheet Link, it will display Connected. If a connection had not 
been made, it will show Not Connected. This status report will be updated 
whenever you execute a command that requires access to the Organizer—Send, 
for example, or Receive. 

Most of the screen is taken up by two windows. The window on the left, the 
Directories window, displays the list of subdirectory names found in the 
current directory. Moving the widebar over a subdirectory and pressing 
<ENTER> moves you into that directory. If <ENTER> is pressed while 
< PARENT > is highlighted by the widebar, the display changes to the parent 
directory. 

The right window, the Files window, displays the names of the files in the 
current directory. It displays at the top the name of the current directory. In 
the example above, the drive is C: and the directory is ORGANIZR. The files 
are automatically alphabetized. 

To move between the two windows, use the left and right arrow keys. Use the 
up and down arrow keys to move up or down one item at a time. To page 
through multiple screens use <Pg Dn> and <Pg Up>. 

Getting Help 

Anywhere you are and whatever you are doing, <F1> can give you help 
specific to the feature you are attempting to use. If you are in a menu, 
pressing <F1> will give you information about the menu you are in. 

Getting Out 

If you begin a process that you don’t want to go through with, or you choose 
the wrong item in a menu, you can almost always get out of it by pressing the 
<ESC> key. 

The PC Menu 

Spreadsheet file transfers are controlled from the PC Menu. 

This menu also allows you to rename and delete files and 
change the working directory on your PC. The PC Menu is 
accessed from the Spreadsheet Link Main Screen by pressing 
P or <ALT P>. Once the menu is displayed, you can select 
menu items by moving the widebar and pressing <ENTER> 
or by typing the capitalized letter in the menu item you want. 

To exit the PC Menu, press <ESC>. 


Send 
Receive 
View 

Directory 

Configure 

deLete 

reName 

converT 



Send 

The Send command allows you to transfer a file from your PC to the 
organizer. First, position the widebar over a filename in the Files window. 
Then press PS or <ALT P>S. A box will appear displaying the name of the 
destination file and prompting you to press <ENTER> to begin the transfer. 
To accept that filename, simply press <ENTER>. To substitute another 
filename, type the name you prefer, then press <ENTER>. To abort the 
transfer, press <ESC>. 

•If the selected file is a spreadsheet, Spreadsheet Link will check a 
spreadsheet already in Organizer format will be sent as is, while a 
spreadsheet in one of the compatible formats (a file of type .LCD, .WKS, 
or .WK1) will automatically be converted to Organizer format before 
being sent. If a spreadsheet with the same name already exists on the 
Organizer, you will be given the option of either aborting the file transfer 
or overwriting the existing file with the selected PC file. (In all cases, you 
can press <ESC> to abort.) 

•If the selected file is of a type incompatible with the Organizer, 
Spreadsheet Link will refuse to transfer it. 

•Do not change the filename extension. 

• Do not change the macro filename. 

When the file is being transferred, a message box will appear displaying what 
percentage of the file has been transferred so far, and the Organizer display 
will report "RECEIVING" and the filename. When the transfer is complete, 
the PC display will return to the PC Menu. 

Receive 

The Receive command allows you to 
transfer a file from the Organizer to 
your PC. Pressing PR or <ALT P>R 
from the Spreadsheet Link Main Screen 
pops up a numbered list of all the files 
(spreadsheets) stored on the Organizer. You can move through the 
display by using the up- and down-arrow keys or by using <Pg Up> and 
<Pg Dn>. To transfer a file, move the widebar over the filename (use the 
cursor keys, or type the number of the file), then press <ENTER>. To abort 
the transfer, press <ESC>. 

•If the file is a spreadsheet, Spreadsheet Link checks whether you have 
chosen a default conversion method (see the Configure Menu section 
below). If you selected one of the default methods, the file is converted 


- Organizer Files - 

1 j <HACROS> Spreadsheet 

Z'T'BOkES ..- Spreadsheet 

3 : REDBOXES - Spreadsheet 

4 : SALES - Spreadsheet 

i-—-Page 1 of 1 
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and transferred automatically. However, if you selected the No Default! 
option, another window pops up and prompts you to select which| 
conversion type you want for this file: r 3 

Organizer to Organizer ' 

Organizer to Lucid (for Lucid 3-D versions 1.0 and 2.0) 

Organizer to Lotus la (for Lotus 1-2-3 version 1.0) 

Organizer to Lotus 2.0 (for Lotus 1-2-3 version 2.x) 

• Do not change the filename extension. 

• Do not change the macro filename. 

Move the widebar over the format you want and press <ENTER> to 
select it. A box will appear displaying the name of the destination file and 
prompting you to press <ENTER> to begin the transfer. To accept that I 
filename, simply press <ENTER>. To substitute another filename, type | 
the name you prefer, then press <ENTER>. To abort the transfer, f 
press <ESC>. 

If the file already exists on the PC, a message box will appear informing you 1 
of that and asking whether you wish to overwrite the existing file. Type Y to I 
replace the existing file with the Organizer file; type N to preserve the existing | 
file and abort the transfer. 

When the file is being transferred, a message box will appear displaying the 
number of bytes received so far. When the transfer is complete, the display 
will return to the PC Menu, and the Files window will be updated to include 
the file just received. 

View 

The View command allows you to check the contents of a PC file. First, 
position the widebar over the filename in the Files window. Then press PV or 
<ALT P>V. This displays the file in a special window. You may press P to 
print the portion currently displayed on screen, press <ESC> to quit, or press 
any other key to advance the display to the next screen (you can’t move the 
display backwards in the file). 

Directory 

There are two ways to select a directory: 

•If the directory name is already in the Directories window, position the 
widebar over the directory name and press <ENTER>. This will select 
that directory, then update the list of subdirectory names in the 
Directories window and the list of filenames in the Files window. Pressing 
<ENTER> while on < PARENT > selects the parent directory of 
whichever subdirectory you are currently in. 


•The second is the Directory command in the PC menu. This is more 
powerful than the method explained above since you can change to 
different drives and also select only certain kinds of files to be displayed. 

To use the Directory command, press PD or <ALT P>D. This will display 
the Directory box, ready for you to enter the path and name of the directory 
you want to change to. There are three things you can specify: 

• The drive (A:, B:, C:, etc.) 

• The directory (C:\ORGANIZR, C:\LOTUS, etc.) 

• The type of files displayed (C:\ORGANIZR\*.WKS, 
C:\ORGANIZR\SHEET.*, C:\ORGANIZR\TEST*.*, etc.) 

Configure 

The Configure Menu is accessed from the Spreadsheet Link 
Main Screen by pressing PC or <ALT P>C. Once the menu 
is displayed, you can select menu items by moving the 
widebar and pressing <ENTER>, or by typing the 
capitalized letter in the menu item you want. Press <ESC> to exit the 
Configure Menu. 

The first option, com Port, lets Spreadsheet Link know which 
serial port, COM1-COM4, should be used when interacting with 
your PC. Select a port by moving the widebar and pressing 
<ENTER>; press <ESC> to exit the menu. If you’re not sure 
which port to use, consult a technical reference for your computer 
system or for your serial-port add-in card. In most cases, the default port, 
COM1, will be the proper one. 

Display allows you to change the colors used by 
Spreadsheet Link and eliminates annoying video snow 
in some monitors: 

• Snow Removal lets you fix the inherent problem of snow on some rare 
CGA monitors. Snow is the flurry of bright dots that can appear anywhere 
on the screen as the result of video noise. Selecting Yes fixes the problem 
but will slow down video writes. If you don’t have snow, choose No to 
leave the monitor as is. Press <ESC> to exit. 


Snow Removal 
Color Selection 



com Rort 

Display 

Conversion 
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• Color Selection lets you change the 
color combinations used by 
Spreadsheet Link. Move the cursor to 
the selection you want to change. Then 
cycle through the foreground colors 
with the <+> key on the numeric 
keypad and cycle through the 
background colors with the <-> key. 

When you are through setting the colors, press <ENTER> to put them 
into effect. If you don’t want to keep your changes, press <ESC> to 
cancel. 

Conversion allows you to set the default method 
of spreadsheet conversion. By selecting No 
Default, you will be prompted each time you 
receive a spreadsheet which method you wish to 
use to convert the file. Selecting Organizer to 
Organizer leaves the file as is and performs no 
conversion; the file will be stored on your PC with an extension of .OZW. This 
is useful in backing up your Organizer spreadsheets. The remaining three 
options allow you to convert to Lucid 2.0, Lotus la and Lotus 2.0. 

deLete 

To deLete a file, press PL or <ALT P>L while the widebar is over the 
filename. Before the file is permanently deleted, you will be prompted to 
confirm your decision. To delete, press Y. To cancel deletion, press N. 

reName 

You can easily rename a file by pressing PN or <ALT P>N while the widebar 
is over the filename. After reName has been selected, a small window pops 
up and prompts you to enter a new name for the file. Type the new name and 
press <ENTER> to rename the file. To abort without renaming the file, 
press <ESC>. 

• Do not change the filename extension. 

• Do not change the macro filename. 


No default 

Organizer to Organizer 
Organizer to Lucid 
Organizer to Lotus la 
Organizer to Lotus 2.0 


- Color Selection - 

> Text 
Title 
HighLight 
Window 

+ changes foreground color 
- changes background color 
Enter Accepts 



converT 

You can convert the format of a Organizer spreadsheet (which will have an 
extension of .OZW) on your PC with the converT option. First you must 
position the widebar over the filename. Then press PT or <ALT P>T. A 
conversion box will pop up, prompting you to select among these formats: 

.LCD (for Lucid 3-D versions 1.0 and 2.0) 

.WKS (for Lotus 1-2-3 version 1.0) 

.WK1 (for Lotus 1-2-3 version 2.x) 

After you select a format, a box will appear displaying the name of the 
destination file and prompting you to press <ENTER> to begin the 
conversion. To accept that filename, simply press <ENTER>. To substitute 
another filename, type the name you prefer, then press <ENTER>. To abort 
the conversion, press <ESC>. 

Quitting Spreadsheet Link 

To leave Spreadsheet Link, press Q, <ALT Q>, or <ESC> from the 
Spreadsheet Link Main Screen. You will be prompted to confirm that you 
wish to quit the program. To go ahead and quit, type Y. If you do not wish to 
leave the program, type N. 
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Battery Replacement 


Battery Life 

After a new battery has been installed in the card, it should maintain the data 
stored in the card for a period of approximately two years at normal ambient 
temperatures (approximately 20° C or 68° F). 

Under these conditions, you should change the battery every two years. 

The life of the battery can be shortened by environmental factors, for example 
in locations where temperatures are unusually high or low. In such cases, you 
should replace the battery before two years have passed. 

Battery Type 

Type: Lithium 

Model: CR2016 

Quantity: 1 

Changing the Battery 

The Spreadsheet IC Card should be inserted in the Organizer before you 
replace the battery in the card. When the card is in the Organizer, it draws 
power from the Organizer, and the battery in the card may safely be removed. 
If the card is not in the Organizer when the battery is removed, all data stored 
in the card will be lost. 

A precaution: Before replacing the battery, you should consider backing up 
important information by writing it down on paper or transferring it to a PC. 

Steps-Changing the battery 

1. Use your fingernail or a small coin to press the small tab, then pull the 
battery holder from the card. (For illustrations, see "Installing the 
Battery” on page ix.) 

2. Remove the old battery from the battery holder. 

3. Wipe the new battery clean with a dry cloth and insert it in the battery 
holder. Make sure the polarity is correct (see Figure 2). 

4. Slide the battery holder back into the card until it clicks into place. 



5. Remove the card from the Organizer and write today’s date on the label 
on the back of the card. This will help you remember when to change 
the battery again. 

Battery Precautions 

Keep batteries out of the reach of children. 

When the battery becomes weak, replace it immediately. If a depleted battery 
is left in the card for any length of time, it may leak and cause corrosion inside 
the card. 

Do not dispose of the battery in a fire, as it may explode. 

Do not attempt to recharge the battery. 
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Specifications 


Product Name: 

Memory Capacity: 
Memory Backup Power: 
Operating Time: 


Operating Temperature: 
Exterior Dimensions: 

Weight: 

Accessories: 


Spreadsheet IC Card 
64 kilobytes 

3V DC lithium battery (CR2016) 
Approximately 2 years (at constant 
temperature of 20° C [68° F]—varies 
depending on the type of battery and 
use conditions) 

O' C to 40° C (32° F to 104° F) 

54mm (w) x 85.5mm (d) x 2mm (h) 
2-1/8" (w) x 3-3/8" (d) x 3/32" (h) 
Approximately 18g (0.04 lb.), including 
battery 

Soft case, lithium battery, 
spreadsheet link program, operation 
manual 



Character Code Table 


The following are the character codes of the Organizer. Refer to the PC 
manual for the character codes of the PC. 


MSD (most significant digit) 


\ 

O 

1 

CM 

00 

4 

5 

6 

7 

8 

9 

A 

B 

C 

D 

UJ 

F 

0 



space 

0 


P 

i 

P 

C 


B 

A 

A 

M 

E 

a 

B 

1 



f 

1 

□ 



q 

1 


I 


B 

0 

B 

B 

2 


■ 


2 

□ 




e 

it 

0 

0 

B 

l 

r 

> 

3 



t 

3 

r< 

O 





6 

B 

A 

B 


% 


4 



$ 

4 

D 

T 

d 

t 

8. 

o 

n 

! 

y 

0 

E 

f 

5 




5 

E 

U 

e 

u 

d. 

0 

N 

0 

n/ 


9 

J 

6 


■ 

D 

& 

6 

F 

V 

f 

V 

a 

a 





s 


B 

7 


■ 

■ 


G 

W 

g 

w 

9 

u 

0 

fr 

n 

A 


S-T* 

' 

- 

8 



/ 

8 

H 

X 


B 


B 

B 

E 

ij 

E 


B 

9 



0 

/ 

9 

I 

Y 

i 

y 

e 

0 

0 

0 

B 


0 

■ 

A 



m 

H 

J 

L 

B 

B 

B 


B 





- 

B 



+ 


K 

[ 


B 

B 


B 

0 

B 

s 

B 

B 

C 


■ 

■ 

B 


\ 

B 

B 

B 

£ 

1 

4 


B 

fl 

B 


D 


■ 

n 

= 

M 

J 

m 

\ 

) 

B 

f 

B 


B 

e- 

0 

2 

E 


■ 

■ 

> 

N 

■ 

B 

B 



B 

L 

a 

<r 

e 

1 

F 


■ 

D 

? 

0 

_ 

0 


1 

f 

B 

B 

B 

B 

n 



01H - 1FH are interpreted as control codes. 
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Index 


Keys and Special Characters Index 

Arrow Keys: 0, 0, 0 and 0.5, 50, 54, 58 


□SO 


8, 50 


I CAPS . 

I CARD ... 

IC-CEI .. . .... 

I CELL EXPA ND I. 

I COLUMN WIDTH I . 

I COPY I .. 

I DEL I . 

I ENTER I .. 

1 FILE I .. . ._ 

I FORMAT I .. 

I GOTO 1 .. 

[GRAPH I . 

I HELP I . 

I INS 1 . 

WR . . 

I MATH FUNCTION I . 

I MOVE I . 

IR-CM I . 

I RANGE SELECT I . 

I RECALC 1 .. 

I SEARCH T1 and I SEARCH ▼ 

I SET TITLE"! . 

I SET UP I . 

I SMBL I . 

I SORT I . 


. 50 

.17, 50 

.8, 50, 53 

11, 14, 52, 66, 94, 105 
... 27, 52, 60, 92, 93 
. . 24, 33, 52, 95, 105 

14, 50, 100, 101,105 

.9, 12, 50 

17, 51, 104-106,108 
29, 52, 59, 88, 90, 91 


. 1,7,52,54-56,58 
39, 52, 136, 138, 139 

. 1, 15, 52, 53 

. 32, 50, 96-98 


41,51, 140, 143-144,146-147 

. 26, 52, 63-65 

. 52,95,96,101 

. 43, 51, 142-144,147 

... 28, 52, 62 

.52, 68 


16, 31, 50, 53, 56-58 

. 35,52,94 

.52,59 

. 9,50 

. 34, 52, 102 


Index 


TEMPLATE! 
3D—DOWNI . . . 
13 D—UP I . 


.51, 110 

36, 51, 107, 108 
38, 51, 108, 109 


Subject Index 


$(formatting) 


$ . 

. 

\ . 

i 

i •.. 

3-D. 

3-D Level Indicator . . . 

3-D Link. 

3-D Macros. 

3-D Outline. 

3-D Spreadsheets. 

ABS(expression). 

Absolute References . . . 
ACOS (expression) 

AND. 

Arrow Keys. 

Ascending order. 

ASIN(expression) 

ATAN(expression) 

ATAN2(X,Y). 

Automatic Recalculation 
AVG(cells or ranges) . . 

Bar Graph. 

Battery. 

Beginning dollar signs . . 
Blank 

cell . 

column . 

Format Show . . 

row. 

Breakeven Analysis 

Built-in templates. 

Caret Symbol. 

Cash Flow Analysis 

Cell Edit . 

Cell Reference. 


. 9-11,13,89 

. 29 

. 9-11,13,89 

. ... 30, 67, 83, 86, 143 

. 9, 10, 13, 63, 89 

. 73, 74 

. 9, 10, 13, 18, 89 

.73, 74 

.51, 107 

. 4, 37, 108, 147 

36,38,51, 107-109,145 

.145,147 

. 108 

. 36 

.. 68 

. 67 

. 70 

.73, 74 

. 54 

. 102 

. 70 

.70, 71 

. 70, 71 

. 68 

. 80 

. 40, 137, 139 

. . ix, 47, 150, 158-160 
.29, 30 

. 87 

.96, 98 

. 91 

. 32,33,96,98 

. 110-112 

. vii, 110 

. 9, 13 

.112,132 

. 14,65,66,94 

. 4,22,24,63,67 


162 


163 












































































Index 


Absolute References . 67 

Relative References. 96 

Center Justified . 9, 10, 13, 84, 88-90 

CHOOSE(key expression,list of results).72, 73 

Clipboard/Lotus 1-2-3 Method. 60, 95-97 

Column... 4, 6 

Absolute Reference. 67 

Delete..100,101 

Global Width. 60 

Insert ..96,98 

Offset. 76 

Sort. 102 

Titles. 35, 52,93, 94 

Width. 27, 28, 52, 92, 93 

Commas for Thousands. 20, 84, 86 

Comparison Functions. 72 

Comparison Operators. 72 

Confirm - Search and Replace .31, 57 

Context-sensitive Help . 1, 53 

Copy . . .. 95 

Clipboard . 60, 95, 97 

Copy/Move Method. 60, 95, 96 

Files . 105 

Formulas.24, 25 

Lotus 1-2-3 .60, 95 

Ranges . 33, 52, 95 

COS (expression) .70, 71 

Cost-Volume-Profit Analysis. 116 

COUNT(cells or ranges).80, 81 

COUNTA(cells or ranges) .80, 81 

Create 

3-D Link.. . 107 

Bar Graph. 139 

File. 104 

Line Graph. 136 

Macro. 41, 42, 140,141 

Pie Graph. 138 

Spreadsheet.5, 17, 18 

Template. 110 

Cursor Movement .5, 6, 54, 58 

Decimal Places. 20, 28, 29, 84, 87 

Degrees to Radians . 70 

Delete.100,101 

Characters. 8, 50 

Columns. 101 

deLete. 156 
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Index 


Erase . 100 

Files .... 105 

Macro.. 44,142 

Move. 101 

Range. 100 

Referenced File Deletion Warning. vii, 109 

Rows .... 101 

Descending Order . 102 

Edit 

Cells., . . . .. 14 

Edit Line. 8, 11 

Erase Range . 100 

ERR. 73, 82 

EXP(expression) . 68 

Expense Report. 110,119,120 

FALSE . 82 

Files 

3-D. 107-109 

Copying. 105 

Creating ...17,104 

Deleting .105, 109 

File Menu. 51 

Indicator.4 

Loading. 105 

Making Secret. 106 

Naming. 17 

Renaming. 105 

Saving. 105 

Transferring. 47-49,149, 151-154,156 

Filled Label. 9, 10,13, 84, 88-90 

Financial Functions. 78 

Financial Ratios Analysis .110, 126 

Format.52, 84 

Global.59, 84 

Labels. 84,88-90 

Notes . 91 

Range.84, 90 

Show. 57, 67, 84, 91 

Show Blank. 91 

Values. 28-30,42, 84, 87 

Formulas. 23, 25, 63 

Absolute/Relative Reference. 67 

Copying. 24, 25 

Format .. 67 

Format Show.84, 91 

Functions. 26, 63, 65 
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Index 


Index 


Global Show. 67 

Inserting . 96-98 

Pointing. 65 

Precedence . 64 

Show. 57, 66 

Freeze Titles .. 35 

Functions. 25, 26, 52, 63-66, 68 

3-D. 83 

Comparison. 72 

Financial.78-80 

Math. 68 

Miscellaneous . 82, 83 

Secret. 106 

Statistical. 80, 81 

Table. 74-76 

Trigonometric.70, 71 

FV(payment,rate,term). 78 

Global Format.59, 84 

Global Show Formulas. 67 

Global Width. 60 

Goto. 7,52,54,55,58 

Graphs. 39, 52, 136 

Bar. 39,40,137,139 

Labels. 137 

Line ... 39, 40, 136, 137 

Pie . 39, 137,138 

Help . 1, 15, 48, 52, 53, 65 

Context-sensitive. . 1, 53 

Help Index. 15, 53 

HLOOKUP(key expression,range[,offset]) . ..74, 75 

IF(comparison,true expression,false expression).72-74 

Insert. 50, 95-98 

Columns.96, 98 

Formulas.96, 97 

Multiple Copies.. 95, 99, 100 

Rows. 32, 96, 98 

Text .96, 97 

Installation. 3 

INT(expression). 68 

IRR(estimated rate,range of payments).78, 79 

ISERR(cell reference) . 82 

ISNA(cell reference). 82 

Justification 

center. 9, 10, 13, 84, 88-90 

filled. 9, 13, 84, 88-90 

left . 9, 10, 84, 89, 90 


right... 9, 10,13, 84, 88-90 

Keyboard Macros..... 41, 42, 44,140,141 

Keys ....50-52 

Arrow. 54 

IC Card. viii, 1, 51 

Movement. 58 

Organizer . • • 50 

Search. 56 

Labels.... . 8, 9, 11 

Displaying numbers as. 13 

Format. 84, 88-90 

Format Global. 59 

Format Show. 84 

Graphs . 137 

Positioning.. 9,89 

Left Justified .. 9, 10, 84, 89, 90 

Level Indicator. 4, 37, 108, 147 

Line Graph . .. .. 39, 40, 136,137 

LN(expression).68, 69 

Load File. 105 

Lock Titles. 35, 52, 93, 94 

LOG(expression).68, 69 

Logical Operators. 73 

Lotus 1-2-3/Clipboard Method. 60, 95-97 

Lucid 3-D .vii, 49, 149, 154, 157 

Macros . 41, 42, 44, 140, 141 

3-D. 145 

Creating . 41, 140 

Deleting . 142 

Loops.144, 145 

Macros within Macros. 143 

Nested. 142 

Replaying . 43, 140, 141 

Manual Recalculation. 52, 60, 67 

Math Function. 52, 64, 65, 68, 69 

MAX(cells or ranges).80, 81 

MIN(cells or ranges) .80, 81 

MIRR(risk rate,safe rate,range of payments). 78, 79 

Miscellaneous Functions.• • • ... ..82, 83 

MOD(dividend,divisor).68, 69 

Move..;... 31, 32, 54, 95-97,100, 101 

Clipboard . 60, 95, 96 

Lotus 1-2-3 . 60,95,96 

Move/Copy Method.60, 95 

Movement Keys. 58 
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Index 


Name File . 

No - Search and Replace 

NOT(expression). 

Notes, Format. 

NPV(rate,range of payments) . 

NULL(cells or ranges). 

Numbers .. 

Formatting. 

Numbers as Labels . . . 

On Cell . 

Options 

SetUp . 

OR (|) Operator. 

Order List Template. 

Parentheses. 

Paste. 

Formulas. 

Text .. 

PC Link .. 

Percentage. 

PI . 

Pie Graph . 

PMT(principal,rate,term) 

Pointing. 

Precedence. 

Pro-Forma Income Statement . 
Profit and Loss Study Template 

PV(payment,rate, term). 

Quote 

Double ("). 

Single (’). 

Radians to Degrees . 

RAND. 

Range .. 

Copying. 

Defining . 

Deleting . 

Formatting. 

Global Formatting . . . 

Graphing. 

Inserting. 

Moving. 

Pointing. 

Printing. 

Reverse. 


..5, 104 

..56, 57 

.. 82 

. 91 

.78, 79 

.82, 83 

.12, 13, 93 

. 84 

. 13 

. .. 34,102,103 

.. 59 

... 73 

.123, 124 

. 63,64,66,86 

. 95 

..96,97 

. 97 

. 149-154,156, 157 

. 87 

.70, 71 

. 39,137,138 

.78, 80 

.22, 65 

. 64 

.121,122 

. .. 124-126 

.78, 80 

.10, 11, 13 

. 11 

. 70 

.:.68, 69 

. 24,52,61,62 

. 33,52,95 

... 62 

.. 100 

28-30, 59, 67, 84, 87, 88, 90 

. 59 

.. . 136, 137, 139 

. 33 

. 52,95,96 

. 66 

. . .. 149 

. 61 


Index 


Sorting . 

Width. 

Recalculation. 

Automatic. 

Manual. 

REF(filename,cell reference) 
Referenced File Deletion Warning 

Relative References. 

Renaming Files . 

Replace, Search and. 

Replication. 

Required New Financing. 

Resizing a Column. 

Right Justified . .. 

ROUND(expression[,precision]) . . 

Row. 

Absolute Reference. 

Delete. 

Insert . 

Titles. 

Save 

3-D File. 

File. 

Search and Replace . 

Secret . 

Set Up Options . 

Setting Titles . 

Show 

Format . 

Plus (+) . 

Signs. 

Show Formulas. 

Signal Character. 

SIN(expression). 

Sorting. 

Sources and Uses of Cash. 

Spreadsheet Link. 

Spreadsheet Link/PC . 

SQRT(expression). 

Statistical Functions. 

STD(cells or ranges). 

SUM(ceIls or ranges). 

Suppress Cells With Zero. 

Table Functions. 

TABLE(row key,column key,range) 
TAN(expression). 


. 34, 52, 102 

.60, 93 

. 52,60,67 

.60, 67 

.60, 67 

.82, 83 

. 109 

.67, 96 

. 105 

. 31, 32, 50, 56, 57 

. 99 

. 131 

. 27 

9, 10, 13, 84, 88-90 

.68, 69 

. 4,6 

. 67 

.100,101 

... 32, 33, 96, 98 
... 35, 52, 93, 94 


. 38 

.104,105 

... 31, 32, 50, 56-58 

. 106 

. 59 

. 35,52,93,94 

. 67,84,91 

. 41 

.41,84,85 

. 57 

...9, 10, 13, 89, 90 

.70, 71 

_ 34, 52, 102, 103 

.132,133 

. 45-49,149-153,155 
. . 149-154,156,157 

.68, 70 

. 80 

.80, 81 

25, 26, 37, 63, 66, 80 

.. 87 

.74-78 

. 74,76-78 

.70, 71 
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Index 


Templates .. . . vii, 51, 110 

Breakeven Analysis .. . 110-112 

Cash Flow Analysis . 112-115 

Cost-Volume-Profit Analysis. 116-118 

Expense Report..119,120 

Financial Ratios Analysis.126 

Order List.123,124 

Pro-Forma Income Statement.. 121,122 

Profit and Loss Study. 124-126 

Required New Financing. 131 

Sources and Uses of Cash .132,133 

Three-D...51, 107 

Titles. 8, 35, 52, 93, 94 

Transferring Spreadsheets. 45, 48, 49, 149,152,153 

Trigonometric Functions. 70 

TRUE.82, 83 

Unlock Titles. 35,94 

Values, Format. 28, 29, 42, 84-88 

Values, Format Show. 91 

VAR(cells or ranges).80, 81 

VERSION.82, 83 

View Formulas. 66 

VLOOKUP(key expression,range[,offset]).74-76 

Width . 27,52,92,93 

Width, Global . 60 

Zero, Suppress Cells With . 87 
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Service, Supplies, Etc. 



SERVICE CENTER 


Sharp Electronics Corporation 
1300 Naperville Drive 
Romeoville, IL 60441 
(708) 759-8555 


ACCESSORIES 

To order supplies or accessories for the Sharp Wizard/Electronic Organizer, 
please contact your local Sharp Dealer/Retailer or (in the U.S.A. only) contact the 
Sharp Accessories and Supply Center at (800) 642-2122. 


TECHNICAL SUPPORT 

In the U.S.A. only, please call (800) 732-8221 or (800) 732-8222. In New Jersey, 
please call (201) 512-0055. 


Regional Sales Offices and Distribution Centers: 

Eastern: Sharp Plaza 
Mahwah, New Jersey, 07430-2135 
Phone: (201) 529-8200 

Midwest: 1300 Naperville Drive 
Romeoville, IL 60441 
Phone: (708) 759-8555 

Western: Sharp Plaza 
20600 South Alameda St. 

Carson, California 90810 
Phone: (213) 637-9488 
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ORGANIZER LINK 
LIMITED WARRANTY 

Sharp Electronics Corporation warrants to the first consumer purchaser, for a 

period of 90 days from the date of purchase, that this computer media 

consisting of a diskette (the “Product”), when shipped in its original 

container, will be free from defective workmanship and materials, and agrees ; 

that it will, at its option, either repair the defect or replace the defective I 

Product or part thereof at no charge to the purchaser for parts or for labor. I 


SPREADSHEET 1C CARD LIMITED WARRANTY 

Sharp Electronics Corporation warrants to the first consumer purchaser, for a 
period of 1 year from die date of purchase, that this IC Card ("the Product") will 
be free from defective workmanship and materials, and agrees that it will, at its 
option, either repair the defect or replace the defective Product or part thereof at 
no charge to the purchaser for parts or for labor. 


This warranty does not apply to any software program or software 
documentation supplied with the Product. This warranty does not apply to 
any Product the exterior of which has been damaged or defaced, which has 
been subjected to misuse, abnormal service or handling, or which has been 
altered or modified in design or construction. 

In order to enforce the rights under this limited warranty, the purchaser 
should mail, ship, or carry the Product, together with proof of purchase, to a 
Sharp Service Center in the United States. 

The limited warranty described above is in addition to whatever implied 
warranties may be granted to purchasers by law. To the extent permitted by 
applicable law, ALL IMPLIED WARRANTIES INCLUDING THE WARRANTIES 
OF MERCHANTABILITY AND FITNESS FOR USE ARE LIMITED TO A 
PERIOD FROM THE DATE OF PURCHASE SET FORTH ABOVE. Some states 
do not allow limitations on how long an implied warranty lasts, so the above 
may not apply to you. 

Neither the sales personnel of the seller nor any other person is authorized 
to make any warranties other than those described above, or to extend the 
duration of any warranties beyond the time period described above on 
behalf of Sharp Electronics Corporation. 

The warranties described above shall be the sole and exclusive warranties 
granted by Sharp Electronics Corporation and shall be the sole and exclusive 
remedy available to the purchaser. Correction of defects, in the manner and 
for the time described above, shall constitute complete fulfillment of all 
liabilities and responsibilities of Sharp Electronics Corporation to the 
purchaser with respect to the Product, and shall constitute full satisfaction of 
all claims, whether based on contract, negligence, strict liability or otherwise. 
In no event shall Sharp Electronics Corporation be liable, or in any way 
responsible, for any damages or defects in the Product which were caused 
by repairs or attempted repairs performed by anyone other than a Sharp 
Service Center technician. Nor shall Sharp Electronics Corporation be liable 
or in any way responsible for any incidental or consequential economic or 
property damage. Some states do not allow the exclusion of incidental or 
consequential damages, so the above exclusion may not apply to you. 

THIS WARRANTY GIVES YOU SPECIFIC LEGAL RIGHTS. YOU MAY ALSO 
HAVE OTHER RIGHTS WHICH VARY FROM STATE TO STATE. 




This warranty does not apply to any appearance items of the Product, any 
consumable items such as paper, ink ribbon, or batteries supplied with the 
Product, or to any equipment or any hardware, software, firmware, or peripheral 
other than the Product. This warranty does not apply to any Product the exterior 
of which has been damaged or defaced, which has been subjected to misuse, 
abnormal service or handling, or which has been altered or modified in design, 
construction or interfacing. 

In order to enforce the rights under this limited warranty, the purchaser should 
mail, ship, or carry the Product, together with proof of purchase, to a Sharp 
Service Center. To find out the location of the nearest Sharp Service Center, see 
the last page of this book. 

The limited warranty described above is in addition to whatever implied warranties 
may be granted to purchasers by law. To the extent permitted by applicable law, 
ALL IMPLIED WARRANTIES INCLUDING THE WARRANTIES OF 
MERCANTABILITY AND FITNESS FOR USE ARE LIMITED TO A 
PERIOD OF 1 YEAR FROM THE DATE OF PURCHASE. Some states do not 
allow limitations on how long an implied warranty lasts, so the above limitation 
may not apply to you. 

Neither the sales personnel of the seller nor any other person is authorized to 
make any warranties other than those described above, or to extend the duration 
of any warranties beyond the time period described above on behalf of Sharp 
Electronics Corporation. 

The warranties described above shall be the sole and exclusive remedy available 
to the purchaser. Correction of defects, in the manner and for the period of time 
described above, shall constitute complete fulfillment of all liabilities and 
responsibilities of Sharp Electronics Corporation to the purchaser with respect to 
the Product, and shall constitute full satisfaction of all claims, whether based on 
contract, negligence, strict liability or otherwise. In no event shall Sharp Electronics 
Corporation be liable, or in any way responsible, for any damages or defects in the 
Product which were caused by repairs or attempted repairs performed by anyone 
other than a Sharp Service Center technician. Nor shall Sharp Electronics 
Corporation be liable or in any way responsible for any incidental or consequential 
economic or property damage. Some states do not allow exclusion of incidental or 
consequential damages, so the above exclusion may not apply to you. 


THIS WARRANTY GIVES YOU SPECIFIC LEGAL RIGHTS. YOU MAY 
ALSO HAVE OTHER RIGHTS WHICH VARY FROM STATE TO STATS. 



SHARP ELECTRONICS CORPORATION 

Sharp Plaza, Mahwah, New Jersey 07430-2135. 


SHARP CORPORATION 


PRINTED IN JAPAN 
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